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iv. Software Installation 


Minimum System Requirements 


e 1 GHz Intel Pentium III (or equivalent) for single and multiple users. 

e 256 MB of RAM for single user and 512 MB for multiple users; Windows 7— 
512 MB RAM (single and multiple users). 

e Windows 7, Vista, XP SP2. (Peachtree does not have a Macintosh version. 
For Macintosh computers, search for PC compatibility at www.apple.com.) 

e 1 GB of disk space for installation. 

e Internet Explorer 6 required; Internet 7.0 and 8.0 supported. 

e Microsoft .NET Framework CLR 3.5. Requires an additional 280 to 610 MB. 

e Atleast high color (16-bit) SVGA video; supports 1024x768 resolution with 
small fonts required. 


Higher screen resolution may be used. Higher resolution will not affect how 
the software functions, but the user interface might look different. For 
example, if you do not have an <OK> button, press <Enter> to start 
Bellwether Garden Supply or Stone Arbor Landscaping. 


e 2x CD-ROM drive. 
e All online features/services require Internet access with at least a 56 Kbps 
modem. 


Integration/Compatibility Requirements 


e Excel, Outlook, and Word Integration requires Microsoft Excel, Outlook, or 
Word 2002, 2003, or 2007. 

e Outlook Sync supported in Exchange 2000 SP2, 2003, 2007 and 2010. 

e Printers supported by Microsoft Windows XP/Vista/7. 

e In-product demos require Macromedia Flash Player. 

e Adobe Reader 9.0 required. 

e External media for Chapter 1-18 backups: One USB drive; CD-R; or, DVD- 
R. (CD-RW or DVD-RW required for backing up to CD-R or DVD-R.) 

e Optional requirement: Microsoft Exce!, Outlook and Word integration 
requires 2002 and higher. 


Multi-User 


e Multi-user environments are supported in Peachtree Complete Accounting 
and higher. 

e Multi-user mode is optimized for Windows Server 2003 or Windows Server 
2008 client-server networks, and Windows XP/Vista/7 peer-to-peer 
networks. A maximum of five licensed named users are allowed. A named 
user account is granted a license when selected in the user maintenance 
screen. 
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e 1 GB of disk space for installation of components on server. 


e For classroom installation, the author suggests ghosting the installation; see 
page xvii, Computer Lab Installation. 


Terminal Services 


e Windows 2003 or 2008 Server along with Remote Desktop Connection or 
Remote Desktop Web Connection client is required in a Windows Terminal 
Services environment. No more than 5 named users. 

e Terminal Server requires additional memory when more than one user is 
running under Windows Terminal Services. An additional 21 MB RAM is 
recommended for each additional user. 


Other 


e Customer registration and acceptance of Sage License Agreement for 
Peachtree Accounting Software Products. (Refer to Software Registration, 
pages Xv-xvil.) 


INSTALLING ON A SINGLE COMPUTER 


This section gives you instructions for installing Peachtree Complete 
Accounting 2011 (PCA) software. You may need to check with your 
instructor to see if Peachtree has already been installed in the classroom 
or computer lab. The site license for using the software is included on the 
Help menu. From Peachtree’s menu bar, select Help; License 
Agreement. The Peachtree License Agreement appears. 


Peachtree and Firewalls 


Peachtree and its database, Pervasive, can be mistakenly identified as 
an intrusion threat by many firewall and anti-virus programs. If not 
addressed properly, this may cause installation to fail or Peachtree may 
not start or run properly. 


Go to this website to review information about firewalls and antivirus 
software, www.peachtree.com/supportT raining/common|ssues/firewall/. 
The textbook’s website at www.mhhe.com/yacht2011 includes more 
information at the Frequently Asked Questions link to How do | check my 
Firewall and Antivirus software. 
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Step 6: Click L_Next 


Step 7: The Windows Firewall window appears. Accept the default for 
Yes (Recommended). 


| Peachtree Accounting 2011 Setup 


Sage Peachtree®™ 


Windows Firewall , 
Would you like Peachtree to set your Windows Firewall to allow you to install and run Pea 


Step 8: Click [Net | The Searching for Previous Installations 


windows appears. This may take several minutes. 


Step 9: The Serial Number window appears. Type the number shown 
on the CD envelope which is located on the inside front cover 
of the textbook. Compare your Serial Number window to the 
one shown below. 
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Peachtree Accounting 2011 Setup 


Sage Peachtree™ 


Serial Number 


Please enter your serial number. The serial number can be found on the back of the Peachtree 
Accounting CD case or in the confirmation e-mail. 


Type the number 


Serial number: on CD envelope. 


Call 1-800-388-4697 if you need assistance, 


Cancel 


Read Me: Serial Number/Software Registration 


The serial number will be used when you register. In order to use 
Peachtree Complete Accounting 2011 without interruption, you must register 
the software. Detailed steps for software registration are on pages Xv-xvii. 


Step 10: Click [Net | 


Step 11: The Single Computer or Network window appears. Make the 
appropriate selection. Yes is the default for individual 
computers. 
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|Peachtree Accounting 2011 Setup 


| SagePeachtree® 


ee Cake 


| Wits be the ony computer ring Paces 
@ Yes: . 
ba No, Peachtree company data willbe shared on 2 network 


Step 12: ClickL 


Step 13: The Choose Peachtree Program Files Location window 
appears. The author suggests accepting the default installation 
directory at C:\Program Files (x86)\Sage\Peachtree. (Hint: 
Your directory may show C:\Program Files\Sage\Peachtree.) 


Peachtree Accounting 2011 Setup 


Sage Peachtree® “—~ 


Choose Peachtree Program Files Location 


The location for your company data files will be selected on the next screen, 
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Step 14: Clickl 


Step 15: The Company Data Files Location window appears. Accept the 
default, C:\Sage\Peachtree\Company or click Browse to set 
another location. (Hint: Your Company Data Files Location may 
differ. Refer to page xviii, step 2.) 


Peachtree Accounting 2011 Setup 
Sage Peachtree® 


Shared Peachtree company data location: 
C;\Sage\Peachtree\Company 


Step 16: Click [Net | The Summary window appears. Read the 


information on the Summary window. (Hint: Your program files 
and company data files may be in different locations. Refer to 
File Management, pages xvii-xviii.) 


Peachtree Accounting 2011 Setup 


Sage Peachtree® Setar 


Summary 
Peachtree Accounting 2011 will be installed to the following locations: 


The Peachtree program files will be located at: 
\) C:\Program Files (x86)\Sage\Peachtree 


The Peachtree company data files will be located at: 
\) C:\Sage\Peachtree\Company 
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Step 17: Click [install] Peachtree starts to install. Be patient. 


Installation takes several minutes. 


Step 18: Read the Installation Completed window. Observe that Start 


Peachtree Accounting is selected. Click | After a few 
minutes, a Product Enhancement Program window may 
OK 


appear. Read the information. Click 


Read Me: Product Registration 


iY lf a registration window appears, refer to page xv-xvii, Software 
Registration. When you register the software, a Registration Number and 
Customer ID is provided. 


Step 19: Peachtree’s startup window appears. Select explore a sample 
company. 


| .~ Open an existing company 


" 
& Create a new company | 


tere ee = <a 


Other Tasks 


Step 20: The Explore a Sample Company window appears. The default 
is Bellwether Garden Supply. 
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Step 21: 


Peachtree Accounting has two sample companies 


that you can explore. 
Explore 


@ Bellwether Garden Supply 


This is a retail and service company that demonstrates 
Peachtree's inventory and job tracking capabilities. 


© Stone Arbor Landscaping 


This is a service company that demonstrates Peachtree's 
Time and Billing features. 


Troubleshooting: Why doesn't my Explore a Sample 
Company window show the OK, Close, and Help buttons? 


Screen resolution affects how Peachtree's windows look. The 
recommended screen resolution is 1024X768 with small fonts 
(refer to p. iv). You can use a higher resolution but some of the 
windows will look different. If you do not have an OK button, 
press <Enter> to start Bellwether Garden Supply. 


Click | After a few moments, the What’s New in 


Peachtree 2011 window appears. Read the information. If you 
do not want this window to appear at startup, click on the box 
next to Do not display this screen again (lower left). Then, click 


Secs | Click on the box next to Do not display this 


message again. Then, click ca to exit the What's New 


in Peachtree window. The Bellwether Garden Supply - 
Peachtree Accounting window appears. 


Setting Global Options 


Follow these steps to set Peachtree’s Global Options. These options will 
be in effect for all Peachtree companies. 


1. From Peachtree’s menu bar, select Options; Global. If necessary, 
select the Accounting tab. (Hint: In the Decimal Entry area, Manual 
and 2 decimal places should be selected in each field; the boxes in 
the Hide General Ledger Accounts area must be unchecked; Warn 
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if a record was changed but not saved and Recalculate cash 
balance automatically in Receipts, Payments, and Payroll Entry 
should be checked.) 


Compare your Maintain Global Options/Accounting window to the 
one shown below. Make sure you have the same selections. 


Maintain Global Options 


if = 
Accounting General i Peachtree Partners I 


Decimal Entry Number of Decimal Places 


Quantity fields 


C Autornatic y fields 
@ Manual Standard fields 


Hide General Ledger Accounts 


[ Accounts Receivable (Quotes, Seles Orders. Proposals. {r 
[- Accounts Payable (Purchase Orders. Purchases. Credit Ma 
[— Payroll Entry 
Other er eee ee ee 


Warn it a record was changed but not saved 

ide inactive records 

ecalculate cash balance automatically in Receip 
Use Timeslips by Sage Ac counting Link 


When sorting transactions by date in most lists and repr 


@ Reference Number Cc Poak Order 


2. Click the General tab. Make sure your screen matches the one 
shown below. 


Improve Performance 


[IV Do not print total page length of reports in report header 
[~ Do not shaw quantity on hand in inventory item lookuy 
[~ Update the Business Status and Navigation ( 


= Update repons automatically when records are seve 


Line ltem Entry Display 


Smart Data Entry 


[¥ Automatic field completion 


[¥ Drop-down list displays automatically 


3. Click . The selections made in global options are now set 


for all companies. 
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4. From Peachtree’s menu bar, click File, Exit. lf a User Account 
Control window appears, select Yes. If a Peachtree Update window 
appears, click No. Refer to pages xix-xx, Update Peachtree. 


5. Remove the CD. Observe that four icons may have been set up on 
the desktop for Peachtree: Peachtree Accounting 2011, Peachtree 
Accounting 2011 Automatic Backup Configuration, Peachtree 
Knowledge Center, and Peachtree Business Checks and Forms. 


SOFTWARE REGISTRATION 


Peachtree Complete Accounting 2011 requires software registration. 
After starting the software a few times, a Peachtree Registration window 
appears. When you register the software, a Registration Number and 
Customer ID is provided. Follow these steps to register. 


1. Go online to www.peachtree.com/register. (You can also register 
the software by selecting Help from Peachtree’s menu bar, then 
Peachtree Registration.) 


2. In answer to the question Which product type are you registering?, 
select Sage Peachtree Complete Accounting. 


Which product type are you registering? 
roll Solution registration applies only to specific products. Please refer to list below for more information 


Sage Peachtree Simple Payroll Plan ** 
htree Select Payroli Plan ** 
chtree Fixed Assets Tax Update Senice™* 
ree First Accounting 
chtree Pro Accounting 
~hirae B restive sas 
omplete Accounting 
Premium Accounting 
chtree Premium Accounting - Accountants’ Edition 
eachtree Premium Accounting fer Construction 
Peachtree Prarnium Accounting for Distribution 
Peachtree Premium Accounting for Manufacturing 
eachtree Premium Accaunting for Nonprofits 


+f 
t On 
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3. Click Continue} The Log On window appears. Write down your 8-20 
character password. 


New User? 
To create E-mail Address 
account, 
complete 
fields 


Confirm E-mail Address 


Password 


Confirm Password: 


( Create Account} 


Password: 


If you already have an account, complete the E-mail Address and 
password fields. 


4. Follow the screen prompts to register. 


5. Once you have completed the Serial Number (CD envelope inside 
front cover of the textbook), the Thank You for Purchasing a 
Peachtree Product window appears. Your registration number and 
Peachtree product Customer ID is shown. 


6. Start Peachtree and open a sample company. From the menu bar, 
select Help, Peachtree Registration. The Peachtree Registration 
window appears. 


7. Type the Registration Number and Customer ID shown on the 
Thank You for Purchasing a Peachtree Product window. Or, call 
800-388-4697, 8:30am to 8:00pm, Eastern Time (outside the United 


States, call * Gic, A for i Registration Number and 
Customer ID. Click ied 
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8. 


NOTE: After software registration, schools receive support at 
1-800-609-4012. Individual, student support, is at the discretion of 
Sage Software. 


ing Peachtree Accounting window 


COMPUTER LAB INSTALLATION 


Before computer lab installation, make sure all former versions of 
Peachtree are deleted. Refer to Deleting Peachtree, page xix. 


ls 


2. 


Peachtree Complete Accounting 2011 should be installed locally. 
Do not put on server. 

Install software on local workstation then ghost (replicate) install. 
You can put the software on a standard lab image. 


FILE MANAGEMENT 


When Peachtree was installed two directories were set up (refer to steps 
13-15, pages x-xi). 


de 


Program Files Location: The default directory where Peachtree is 
installed is C:\Program Files\Sage\Peachtree (step 13, page x). 


To see where Peachtree is installed, right-click on the Peachtree 
Accounting desktop icon; left-click Properties. 


fp Peachtree Accounting 2011 Properties x) 


cenara(Srone)o 


Peachtree Accounting 2011 


Default Program Files 


ompatiility | Security | Details | Previous Versions | location 


a 


Target type: Application 


Targetlocation. Peachtree — 


Target 
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Company Data Files Location: On Windows 7, the default location 
for company data files is C:\Sage\Peachtree\Company (step 15, 


page xi). 


Sage Peachtree 


Windows 7 - 
Default location for 
Company Data 
Files: 
C:\Sage\Peachtree\ 
Company 


Company Data Files Location 


Shared Peachtree company data location; 
C:\Sage\Peachtree\Company 


On Windows Vista and XP, the def ault location for company data is 
C:\Program Files\Sage\Peachtree\Company. The directory field on 
the Maintain Company Information window shows where company 


os is stored (page 28). 


Windows Vista/XP - 
Se Default location for 
Sheed oe Pastors iaveltcagert a Company Data 
| Files: 


| / Company Data Files Location 


C:\Program Files 
\Sage\Peachtree 
\Company 


Peachtree files can be backed up (saved) to various locations: the 
company data files default location, a USB drive, external media, or 
other location. Detailed steps for backing up are on pages 19-23. 
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DELETING PEACHTREE 


Follow these steps to delete Peachtree Complete Accounting 2011. (Use 
similar steps to delete Peachtree 2010.) 


1. Insert the Peachtree CD. 


2. When the Welcome to Peachtree Accounting window appears, 
select Remove or Modify Peachtree Accounting. 


3. Select Peachtree Complete Accounting 2011. 
4. Select Remove. Follow the screen prompts to remove Peachtree. 


After removal, you may want to delete these folders: C:\Sage and 
C:\Program Files (x86)\Sage. Before removing the folders, backup data 
that you want to keep. Once the Sage folder is deleted, all company data 
files are removed. (Hint: In Windows Vista and XP, the Sage folder is 
within C:\Program Files.) 


UPDATE PEACHTREE 


If a window appears saying that a software update is available, the author 
suggests that you follow the steps to Update Peachtree. You may also 
want to periodically check if an update is available. 


1. Start Peachtree. From Peachtree’s menu bar, select Services; 
Check for Updates. 
‘ig Peachtree Online Update 


The last Re aa 0 day(s) ago. Would you 
like vot updates now? 


v Rene es eee eieten every [30 day(s) 
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Or, follow the screen prompts to install the update for Peachtree 
Complete Accounting 2011. 


Another way to check for updates is to go to Peachtree’s website at 
www.peachtree.com. 


4c 


Before updating Peachtree, exit the program. Go online to 
www.peachtree.com. 
Select the Support & Training tab. Select Updates & Upgrades. 


Link to Download Product Updates. Then link to Sage Peachtree 
Complete Accounting. 


As of this writing, 2011 Service Release 2 is available. To see 
information about the update, click on the plus (+) sign. Link to 
Download Service Release Update Now. Follow the screen prompts 
to download the update. 
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Computer Accounting with Peachtree by Sage Complete Accounting 
2011, 15'” Edition, teaches you how to use Peachtree Complete 
Accounting 2011 software. For more than 35 years’, Peachtree by Sage 
has produced award-winning accounting software. Over 6.2 million 
customers use Sage software products. More than 13,000 employees 
work for Sage (http://sage.com/ourbusiness/aboutus). The Sage family of 
software products, which includes Peachtree Complete Accounting, is the 
leading global supplier of business management solutions and services. 
For more information about Sage's worldwide community, refer to page 
XXxXil. 


In the United States and Canada, Peachtree is used by more than 
3.1 million businesses. Each year, tens of thousands of customers 
choose accountant-recommended Peachtree by Sage for their business 
needs. Why? Because Peachtree helps you do more to support the 
success of your business. Industries that use Peachtree include retail 
stores, healthcare, human resources/payroll, construction/real estate, 
transport/distribution, payment processing, not-for-profit, manufacturing, 
public utilities, legal, medical, and accounting firms. 


In Computer Accounting with Peachtree by Sage Complete Accounting 
2011, 15" Edition, you learn about the relationship between Peachtree 
software and fundamental accounting principles, procedures, and 
business processes. 


| x Read Me: License Agreement 
“ 
Install the software, Peachtree Complete Accounting 2011, included with the 


textbook, in the computer lab. This ensures software compatibility between the school 
| and students’ off-site installation. The site License Agreement is included on Peachtree’s 
Help menu. For computer lab installation, see page xvii. 


‘Peachtree Software was available in 1976. 
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System Requirements: For system requirements, go online to 


http://www.peachtree.com/productsServices/complete/system/. Refer to 
pages lii-v. 


IMPORTANT: Software Registration 


After a few times of starting Peachtree, a Register Peachtree Accounting 
window appears. Or, from the menu bar, select Help; Peachtree 
Registration. After installing Peachtree, to obtain a Registration Number 
and Customer ID, call 1-800-388-4697, 8:30am to 8:00pm, Monday — 
Friday, Eastern Time; outside the U.S., 770-492-5333 


Online registration is available 24 hours a day, 7 days a week at 
www.peachtree.com/register. (Refer to Software Registration, pages xv- 
xvii.) After software registration, schools receive support at 1-800-609- 
4012. 


PEACHTREE COMPLETE ACCOUNTING 2071 


Each textbook includes a copy of the software, Peachtree Complete 
Accounting 2011. A software site license is included for installation on 
individual or networked computers. (From Peachtree’s Help menu, select 
License Agreement.) Install the software included with the textbook in the 
school's computer lab to ensure compatibility with the software that 
students install on their home or office computers. 


The software, Peachtree Complete Accounting 2011, is included with the 
textbook. Software updates are available. For software installation 
instructions, see pages v-xiii. 


Online Learning Center at www.mhhe.com/yacht2011. 


Assessment rubrics, check your figures, question/answer templates. 


Peachtree’s emphasis on double-entry accounting and business 
processes is explained throughout the textbook. Accounting skills are 
applied to all facets of running a business. Students create 12 
companies, complete the accounting cycle, and practice computer 
accounting skills. Assessment is emphasized in every chapter. 


PowerPoint slides for Chapters 1-18 on the textbook’s Online Learning 


Center at www.mhhe.com/yacht2011. PowerPoints include Assessment 
Rubrics and Analysis Questions. 
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Chapters 1-18 include exporting Peachtree reports to Excel. 


End-of-Chapter exercises include Check Your Figures, Assessment 
Rubrics, and Analysis Questions. 


Assessment Rubrics. Complete Assessment Rubrics to analyze 
transactions, identify journals and accounts debited and credited, review 
Peachtree's user interface, and complete financial statement analysis. 


File Management includes where Peachtree stores program and 
company data, including differences between Windows 7 and Vista/XP. 


Use Peachtree's import/export feature to copy lists into another company. 


Peachtree’s modular system design is explained and compared to other 
accounting information systems. 


An accounting software diagram illustrates where Peachtree fits into the 
range accounting software applications. 


Peachtree is compared to QuickBooks and Microsoft Dynamics GP. 


Computer Accounting with Peachtree by Sage Complete Accounting 
2011, 15" Edition, shows you how to set up service, merchandising, 
nonprofit, and manufacturing businesses. When the textbook is 
completed, you have a working familiarity with Peachtree Complete 
Accounting 2011 software. The Part 1, 2, 3, and 4 introductions include a 
chart showing the chapter number, backup and Excel file names, size in 
kilobytes of each file backed up or saved, and page numbers where each 
backup or Excel workbook is completed. 


Some of the new and continued features included in Computer 
Accounting with Peachtree by Sage Complete Accounting 2011, 15e, 
are: 


* NEW! The software, Peachtree Complete Accounting 2011, is included with 
every textbook. Software updates at startup and on the Services menu. 

* NEW! Software registration is required. After software registration, free 
technical support is available for schools from Sage Software. Individual, 
student support, at the discretion of Sage Software. 

%* NEW! Assessment Rubrics online at www.mhhe.com/yacht2011. 

a NEW! Check Your Figures. In Chapters 1-18 and Projects 1-4, you can 
verify your work. 
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#% NEW! Import lists to another company. 

#% NEW! Online Feature Quizzes and Flash Videos. 

% Peachtree’s modular system design is explained—includes how the user 
interface is organized into general ledger, accounts receivable, accounts 
payable, inventory, payroll, and job costing. 

% Appendix B, Accounting Information Systems (A!lS)—defines accounting 
information systems and compares Peachtree to other accounting software 
applications. 

% Chapters include learning objectives, exercises, analysis questions, and 
assessment rubrics. 

# NEW! Watch flash videos to review ee features at 


www.mhhe.com/yacht2011. The iconleail indicates there is a flash video. 
# Chapters include reminders to check the appropriate place in the data. This 


icon reminds you to check your work. 

%* NEW! Feature quizzes at www.mhhe.com/yachi2011 review Peachtree’s 
user interface. 

% NEW! Interactive true/false and multiple choice quizzes. 

% |In Chapters 1-18, export reports to Excel. 

* Part 2, Peachtree 2011 for Service Businesses, includes 3 chapters and 
two projects—Chapter 9, New Company Setup and Beginning Balances; 
Chapter 10, Maintaining Accounting Records for Service Businesses; 
Chapter 11, Completing Quarterly Activities and Closing the Fiscal Year, 
and Projects 1 and 1A. 

#* Part 4, Advanced Peachtree 2011 Applications, includes 3 chapters and 
three projects—Chapter 16, Customizing Forms: Chapter 17, 
Import/Export; and Chapter 18, Microsoft Word and Templates, Projects 3, 
4, and 4A. 

% Software installation, including serial number, at the beginning of textbook, 
pages v-xiii. (The serial number is on the CD envelope.) 


* Site License Agreement included on Help Menu for standalone and multi- 
user installations. 

% NEW! QA templates online at www.mhhe.com/yacht2011 include end-of- 
chapter questions and analysis questions. 

#% NEW! Assessment rubrics online at www.mhhe.com/yacht2011. 

% NEW! All instructions, screen captures, and detailed steps are consistent 
with Windows 7. Peachtree 2011 is compatible with Windows 7/Vista/XP. 

# Navigation Bar includes Business Status; Customers & Sales, Vendors & 


Purchases, Inventory & Services, Employees & Payroll, Banking, Company. 
Navigation Centers for accessing information, recording transactions, drill 
down to reports, setup windows, and graphs. 

# Enhanced Excel Integration. 

#% NEW! Expanded purchase orders, receiving reports, sales orders, and 
shipping notices. 
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NEW! Improved customer and inventory management. 

NEW! Open multiple companies. 

Enhanced prior year reports. Information available for general ledger and 
financial statements for all closed years. 

Real-time error alerts. Alerts if you try to save a transaction with non- 
standard accounts payable or accounts receivable accounts. 

Free online backups for one year. 

Cash flow manager. 

Improved time and expense tracking. 

Payroll wizard. 

NEW! Enhanced password security, role-based features, audit trail and 
internal controls. 

% Daily customer balances on sales and customers windows. 

* Custom date-range filtering and enhanced report options. 

% Restore Wizard lets you restore An Existing Company or A New Company. 
* Smart sort for account identification. 

#* NEW! E-mail reports, financial statements, and add attachments. 

% NEW! Design tools for report customization. 

*% Set up 12 new service, merchandising, nonprofit, and manufacturing 
businesses. 


PART 1: EXPLORING PEACHTREE COMPLETE ACCOUNTING 2011 


He WR 


e 


a 


b 


He HK Te 


There are two sample companies included with the software: Bellwether 
Garden Supply and Stone Arbor Landscaping. Bellwether Garden 
Supply is a retail and service company that demonstrates Peachtree's 
inventory and job tracking capabilities. Stone Arbor Landscaping is a 
service company that demonstrates time and billing features. 


Each part of the textbook includes an introduction. Refer to pages | and 2 for an 
overview of Part 1. Page 2 includes a chart showing chapter numbers, files 
backed up and saved, file sizes, and page numbers where work was completed. 


Part 1, Chapters 1-8, shows how to export Peachtree reports to Excel. 
Peachtree’s system design is explained. This includes how Peachtree’s 
user interface is organized into general ledger, accounts receivable, 
accounts payable, inventory, payroll, and job costing modules. 


In Part 1 of the textbook, you complete eight chapters that demonstrate 
how Peachtree is used. This introduces you to the procedures that will be 
used with all the chapters of the textbook. 
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Chapter 1, Introduction to Bellwether Garden Supply, includes 
Peachtree’s Navigation Centers and Restore Wizard for opening new or 
existing companies. New menu bar selections are explained. Bellwether 
Garden Supply is updated to March 2011. 


Chapter 2, Vendors, shows you how to view accounts payable lists and 
reports from the Vendors & Payables Navigation Center as well as 
custom date filtering and how to add columns to reports. New sections 
include Receive Inventory from a Purchase Order and Apply to Purchase 
Order. Explanation of Peachtree’s accounts payabie system. 


In Chapters 2-18, the summary and review includes Assessment Rubrics. 


Chapter 3, Customers, shows you how to view customer lists and reports 


from the Customers & Sales Navigation Center as well as custom date 
filtering and how to add columns to reports. Chapter 3 includes Sales 
Orders and Ship Items from a Sales Order. Explanation of Peachtree’s 


accounts receivable system. 


Chapter 4, Employees, shows you how to navigate Peachtree's 
Employees & Payroll system. 


Chapter 5, General Ledger, Inventory, and Internal Control, shows you 
Peachtree’s budget feature, how selected access for security is used, 
internal controls, and audit trail. Explanation of Peachtree’s inventory 
system is also included. 


Chapter 6, Job Cost, shows you how to use Peachtree's job cost system. 


Chapter 7, Financial Statements, shows the result of work completed in 
Chapters 1-6. 


Chapter 8, Stone Arbor Landscaping Time & Billing, you work with a 
service company that demonstrates Peachiree's time and billing features. 


PART 2: PEACHTREE COMPLETE ACCOUNTING 2011 FOR 
SERVICE BUSINESSES 


Chapters 9, 10, 11, Project 1, and Project 1A are included in this section 
of the textbook. The work completed in Chapter 9 is continued in 
Chapters 10 and 11. The accounting cycle is completed for the fourth 
quarter of the year. 
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For an overview of Part 2, refer to pages 277-280. Pages 279-280 includes a 
chart showing chapter numbers, files backed up and saved, file sizes, and page 
numbers where work was completed. 


In Chapter 9, New Company Setup and Beginning Balances, you set up 
two service companies—Mike Parry Designer and Art by Student 
Name—with Peachtree’s simplified chart of accounts. You use 
Peachtree’s new Company Setup Wizard and enter beginning balances. 
The companies set up in Chapter 9 continue in Chapters 10 and 17. 

In Chapter 10, Maintaining Accounting Records for Service Businesses, 
you record entries for October in the Write Checks and Receipts 
windows, use Peachtree’s enhanced account reconciliation feature and 
print reports. You also save reports in Excel format. 


Chapter 11, Completing Quarterly Activities and Closing the Fiscal Year, 
you complete transactions for November and December, record adjusting 
entries, print financial statements, and close the fiscal year. 


Exercises 9-1 through 11-2 include three months of transactions, account 
reconciliation, adjusting entries, financial statements, Peachtree’s closing 
procedure, Check Your Figures, Assessment Rubrics, and Analysis 
Questions. 


Project 1, Sharon Albert, Accounting, is a comprehensive project that 
reviews what you learned in Chapters 9, 10, and 11. 


Project 1A, Student-Designed Service Business, shows you how to 
design a service business from scratch. You set up the business, choose 
a chart of accounts, create a Balance Sheet, write business transactions, 
complete the computer accounting cycle, and close the fiscal year. 


PART 3: PEACHTREE COMPLETE ACCOUNTING 2011 FOR 
MERCHANDISING BUSINESSES 


Chapters 12, 13, 14, 15, Project 2, and Project 2A are included in this 
section of the textbook. Students set up two merchandising businesses 
in Chapter 12—Samantha's Service Merchandise and Student Name 


Sales & Service. The work started in Chapter 12 is continued in Chapters 
13, 14 and 15. 
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For an overview of Part 3, refer to pages 431-433. Pages 432-433 includes a 
chart showing chapter numbers, files backed up and saved, file sizes, and page 
numbers where work was completed. 


In Chapter 12, Vendors & Purchases, use Peachtree’s accounts payable 
system, record inventory purchases and payments ‘rom vendors, set up 
vendor defaults to automatically track purchase discounts, and use 
vendor credit memos for purchase returns. 


In Chapter 13, Customers & Sales, use Peachtree’s accounts receivable 
system, record cash and credit sales and receipts from customers, set up 
customer defaults, use credit memos for sales returns. 


Chapter 14, Inventory & Services, shows you how to use Peachtree's 
inventory system. 


Chapter 15, Employees, Payroll and Account Reconciliation, shows how 
to use Peachtree's payroll system and reconcile accounts. After copying 
the TAXTABLE.DAT file, Peachtree’s payroll system includes automatic 
payroll tax calculations. Account reconciliation shows you how 
Peachtree’s Accounts Payable, Accounts Receivable, Inventory, and 
General Ledger systems work together. Chapier 15 includes bank 
statements for both the checking and payroll accounts. 

Exercises 12-1 through 15-2 include Check Your Figures, Assessment 


Rubrics, and Analysis Questions. 


Project 2, Georgia Sports, is a comprehensive project that incorporates 
what you have learned in Chapters 12 through 15 


Project 2A, Student-Designed Merchandising Business, asks you to 
create a merchandising business from scratch. 


PART 4: ADVANCED PEACHTREE COMPLETE ACCOUNTING 2011 
APPLICATIONS 


Chapters 16, 17, 18, Project 3, Project 4, and Project 4A are included in 
this section of the textbook. Chapter 16, Customizing Forms, shows you 
how to use Peachtree's design tools. Chapter 17, Import/Export, shows 
you how to export data from Peachtree to a word processing program 
and how to import lists into a company. In Chapter 18, Microsoft Word 
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and Templates, you copy a Peachtree report to Word and look at vendor, 
customer, and employee templates included with the software. Chapter 
18 also includes searching Peachtree’s Knowledge Center. 


For an overview of Part 4, refer to pages 667-668. Page 668 includes a chart 
showing chapter numbers, files backed up and saved, file sizes, and page 
numbers where work was completed. 


Chapter 16, Customizing Forms, includes design tools for report 
customization. 


Chapter 17, Import/Export, includes how to import a chart of accounts 
into another company and exporting to a word processing program. 


Chapter 18, Microsoft Word and Templates, includes copying reports to 
Word, using templates, the write letters feature, and search Peachtree's 
Knowledge Center. 


Project 3, Norcross Computer Club, is a nonprofit business. 


Project 4, RW Manufacturing, is the culminating project in your study of 
Peachtree Complete Accounting 2011. 


Project 4A, Student-Designed Project, instructs you to write another 
month's transactions for one of the four projects completed. 


Appendix B, Accounting Information Systems (AIS). This appendix 
defines an accounting information system, and compares Peachtree’s 
user interface and modular system design to other accounting software 
applications. An accounting software diagram illustrates where Peachtree 
fits into the range of accounting software applications. 


CONVENTIONS USED IN TEXTBOOK 


As you work through Computer Accounting with Peachtree by Sage 
Complete Accounting 2011, 15e, you should read and follow the step-by- 
step instructions. Numerous screen illustrations help you to check your 
work. 


The following conventions are used in this textbook: 


1. Information that you type appears in boldface; for example, Type 
Supplies in the Account ID field. 
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2. Keys on the keyboard that should be pressed appear in angle 
brackets; for example, <Enter>. 

3. When you see this icon Miiauilll, there is a flash video on the textbook 
website at www.mhhe.com/yacht2011; Student Edition link. Select 
the appropriate chapter, link to Flash Videos, and then select the 
video. 


4. This eon hea cominds you to check the Peachtree work 
completed. 


5. Unnamed buttons and picture icons are shown as they actually 
appear on the screen. 


Examples: (Next button) 


Q 
(Display icon) 
PEACHTREE’S KNOWLEDGE CENTER 


When Peachtree is installed, an important resource is included, 
Peachtree’s Knowledge Center. A desktop icon identifies it. 


The Knowledge Center offers help for the most frequently asked 
Peachtree questions. You can search by product, category, keywords, 
Answer ID or phrases. Feedback can also be emailed to Peachtree. 


An example follows for completing a Knowledge Center search: 


1. Select the desktop icon for the Peachtree Knowledge Center. The 
Support & Training website appears. The Online Help section is 
shown below. The web site location is 


http://www.peachtree.com/supportT raining/findAnswers/liveChat/. 
2. Link to Search Knowledgebase. 


Search criteria can be selected in the Search by Product fields. An 
example is shown on the next page. The Search by Product field 
includes: Peachtree 2011 Family of Products; All Subs includes 
Peachtree Complete Accounting; another All Subs includes 
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Company Setup. When ja Find Was selected, six answers are 
available (as of this writing). 


werview — Search Live Chat Assistance 
NOTE: Search is only available for ACT by Sage, DacEasy by Sage, Sage Peachtree, and Sage Timesins 


Peachtree 2011 Family of Products 


6 Answers Available 


| 1 Peachtree Year-End Support Center Information 
Se: New Features and System Requirements for Peachtree Release 20 
3 Rebuilding an Existing Peachtree Accounting Company 
; 4 How do I find the location of my company’s data? 
_ 5 How can I delete a company in Peachtree Accounting? 


6 You must enter a User Name and Password combination that has Financial Statement 
access in the subsidiary company 


3. To complete this query, select one of the summary links; for 
example, New Features and System Requirements for Peachtree 
Release 2011. 


4. Select the click here link for Peachtree Complete Accounting. This 
link takes you to the Products & Services page for Sage Peachtree 
Complete Accounting. A link for System Requirements is shown on 
the left side of the page (as of this writing). 


5. Link to System Requirements. The System Requirements page is 
shown. The web site is located at 


http://www.peachtree.com/productsServices/complete/system/. 


6. Go back to the Knowledgebase. (Click twice on the back button.) 


Other searches can be done. Use the Peachtree's knowledgebase 
to complete searches. 


The textbook ends with four appendixes: Appendix A, Troubleshooting; 
Appendix B, Accounting Information Systems; Appendix C, Review of 
Accounting Principles; and Appendix D, Glossary. Appendixes A and D 
are included on the textbook’s Online Learning Center at 
www.mhhe.com/yacht2011. 
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Each chapter in the textbook ends with an index. The index at the end of 
the textbook is an alphabetic listing of the chapter incexes 


Sage's Worldwide Community 
http://sage.com/ourbusiness/aboutus/ourproducisse” ices 
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The Timetable for Completion on the next page is a guideline for in-class 
lecture/discussion/demonstration and hands-on work. Work not completed in 
class is homework. In most Accounting classes, students can expect to spend 
approximately two hours outside of class for every hour in class. 
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TIMETABLE FOR COMPLETION 
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TOTAL HOURS: PARTS 1, 2, 3, 4 
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Exploring Peachtree 


Complete Accounting 2011 


Part 1 introduces the basic features of Peachtree Complete Accounting 
2011. The purpose of Part 1 is to become familiar with the software 
rather than test accounting knowledge. Beginning with Chapter 9, 
computer accounting skills are reviewed in more depth. In Chapters 9-18 
and Projects 1-4A, eleven businesses are set up from scratch. Part 1, 
Chapters 1-8, introduces two sample companies that are included with 
the software. 


Chapter 1: Introduction to Bellwether Garden Supply 
Chapter 2: Vendors 

Chapter 3: Customers 

Chapter 4: Employees 

Chapter 5: General Ledger, Inventory, and Internal Control 
Chapter 6: Job Cost 

Chapter 7: Financial Statements 

Chapter 8: Stone Arbor Landscaping—Time & Billing 


The instructions in this book were written for Peachtree Complete 
Accounting 2011 (abbreviated PCA). PCA requires Windows 7, Vista, or 
XP Service Pack 2. Multi-user mode is optimized for Windows Server 
2003 or Windows Server 2008 client-server networks, and Windows 
XP/Vista/7 peer-to-peer networks. 


Windows' uses pictures or icons to identify tasks. This is known as a 
user interface (UI), also known as the graphical user interface (GUI). 
For example, PCA uses common icons or symbols to represent tasks: a 
disk for saving, a question mark for help, a printer for printing, an 
envelope for email, etc. A mouse, touchpad or other pointing device is 
used to perform various tasks. 


Software design can be described by the acronym WIMP -- Windows, 
Icons, Menus, and Pull-downs. 


‘Words that are boldfaced and italicized are defined in Appendix D, Glossary. 
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The chart below shows the sizes of the backups and Excel files saved in 
Part 1. (Excel 2007 and 2010 files end in an .xlsx extension; Excel 2003 
and below, the extension is .xls.) Backups can be made to the desktop, 

hard drive location, network location, or external media—USB drive, CD- 
RW drive or DVD-RW drive. 


ensue 


Backup (.ptb) 


Excel (.xlsx) 
1 ~ | bgs.ptb® 
| Chapter 1.ptb 
Chapter 1_Employee List.xlsx 
Exercise 1-2.ptb 
Exercise 1-2_ Employee List.xlsx 
_| Exercise 1-2 Chart of Accounts.xlsx 
2 Chapter 2.ptb 
Chapter 2 Vendor List and Ledgers.xlsx | 
Exercise 2-2.ptb 3,719 KB 96-97 
Exercise 2-2 Vendor List and Ledgers.xlsx pa 97 
3 Chapter 3.ptb SH 2K Bale oOn toe 
Exercise 3-2.ptb SecNe 141 
Exercise 3-2_Customer Ledgers.x|sx 18 KB | 141 
4 Chapter 4.ptb 3,778 KB 
Exercise 4-2.ptb 
Exercise 4-2 Payroll Check Register.xlsx 
9 Chapter 5.ptb 
Exercise 5-2.ptb S11 O KE 
Exercise 5-2_General Ledger Trial ie 15 KB 
Balance.xlsx 
6 Chapter 6.ptb i 3,842 KB 
Exercise 6-2.ptb* 3,839 KB 
Exercise 6-2_Job Profitability Report.xlsx | 16 KB 
if No Peachtree backups in Chapter 7 
Chapter 7_Financial Statements.xlsx 
8 Chapter 8.ptb 1,989 KB | 267-268 
Chapter 8 Time Ticket Register.xlsx 14 KB | 268-270 


cS 


Read Me: Problem Backing Up to USB Drive 


If you encounter difficulties backing up to an external USB drive, backup to the 

desktop first. Then, copy the backup file from the desktop to the USB drive. 
Refer to Appendix A, Problem Backing Up to USB Drive or other External Media, pages 771- 
772. Updating Peachtree may resolve backup problems; refer to pages Xix-xx. 


Your backup sizes may differ. 

°This is the first backup and includes starting data for Bellwether Garden Supply. 

“The Exercise 6-2.ptb backup file is used in Part 4, Chapters 16, 17, and 18. If 
necessary, backup to external media. Do not delete the Exercise 6-2.ptb file. 
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Chapter 


Introduction to 
Bellwether Garden Supply 


LEARNING OBJECTIVES 


Start Peachtree Complete Accounting 2011 (PCA). ' 
Explore the sample company, Bellwether Garden Supply. 


1 
2 
3. Make sure global options are set LZ. 

4. Back up Bellwether Garden Supply data Le] 
2) 

6 


Restore data with Peachtree’s restore Wizard L>] 
Operate Peachtree’s menus, drop-down lists, toolbar, and navigation 
bar. 
7. Use Windows Explorer to locate installation and data directories. 
8. Export Peachtree reports to Excel. 
9. Complete the Internet activity online at www.mhhe.com/yacht2011. 
0. Make three backups and save three Excel files.” 


Peachtree Complete Accounting 2011 (PCA) is similar to other programs 
that use Windows. These similarities relate to menus and windows, 
entering and saving data, and selecting icons. If you are not familiar with 
Windows, using PCA will help you become familiar with the Windows 
operating system. 


MOUSE AND KEYBOARD BASICS 


One of the first decisions is whether to use the mouse or keyboard. The 
instructions in this book assume that you are using a mouse. When the 
word click is used in the instructions, it means to use the mouse, but you 


"If Peachtree Complete Accounting 2011 is not installed, refer to pages v-xiii. The 
sample companies must be installed to complete Chapters 1-8. 


“This icon, | means there is a Setting Global Options flash video. Go online to 
www.mhhe.com/yacht2011. Link to Student Edition, select Chapter 1, Flash Videos, 
Setting Global Options. 

*Refer to the chart on page 2 for the size of files backed up and saved. 
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4 Chapter 1 


can also use the keyboard. The instructions below explain how to use the 
mouse or keyboard. 


Using the Mouse 


>» To single click: position the mouse cursor over the selection and click 
the left mouse button once. 


V 


To double-click: position the mouse cursor over the selection and click 
the left mouse button twice, quickly. 


> Use the right mouse button the same way as the left mouse button. 
Using the Keyboard 


> If there is an underlined letter on the menu bar, hold down the <Alt>* 
key and the underlined letter to make the selection. (Hint: Press the 
<Alt> key to underline menu bar letters.) 


>» If you have already held down the <Alt> key and the underlined letter 
and more selections appear with underlined letters, just type the 
underlined letter to select the item. 


Using Shortcut Keys 


Shortcut keys enable you to perform common operations by using two 
or more keys together. The shortcut keys are shown below and on the 
next page. 


<Ctri> + <Letter> Shortcuts 
<Ctri> + <X> | Cut 
<Ctri> + <C> Copy 
| <Ctrl> + <V> | Paste 
<Ctri> + <E> | Delete Record 
<Ctri> + <F> Find 
<Ctri> + <D> Find Next 
| <Ctri> + <N> | New Company 
<Ctrl> + <O> Open Company 
<Ctri> + <B> _| Back Up Company 
<Ctri> + <R> Restore Company | 
<Ctrl> + <P> Print Displayed Report, Invoices, Quotes, etc. 


“The angle brackets are used around words to indicate individual keys on your 
keyboard; for example, <Alt> is for the Alternate key, <Enter> for the Enter/Return key, 
<CtrlI> is for the Control key, <Esc> is for the Escape key. 
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be Key Shortcuts 
<F1> Displays the online Help topic for current 
window 
<Shift> + <F1> Changes mouse pointer to What's This Help 
selector 
<F3> Find transactions 
<F5> Saves records and posts (or saves) 
transactions in certain windows 
<F7> Check spelling 
<F10> Toggles between open window and menu bar | 
[<CTRL> + <F4> Close current document window 
<ALT>+<F4> Closes the application window 
<CTRL> + <F6> Moves to next window 
<Shift> + <CTRL>+F6 | Moves to the previous window 


To learn more about Peachtree’s shortcuts, use Peachtree’s Help menu. 
From the menu bar, select Help; Peachtree Accounting Help. Select the 
Index tab. Type Keyboard Shortcuts in the keyword field, then display 

Peachtree Keyboard Shortcuts. Additional links are listed in the Related 

topics and What do you want to do next? areas of the help window. 


PCA'S STARTUP WINDOW 


Peachtree's startup window displays a number of options. 


Sage Peachtree®™ complete accounting 


Pesaran 


=» » Open an existing company 


| SX. Create a new company | 


Other Tasks: 
» Explore a sample company 


» Convert from another accounting program 
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From the startup window, you can Open an existing company, Create a 
new company, Explore a sample company, anc Convert from another 
accounting program. 

Observe that the top-left of the Peachtree Accounting window has four 
i® Peachtree Accounting = : 


File Options 


. Services He 
menu-bar options ee = 


To exit from the startup window select File, & xt) or, click on the Ka on 
the upper right-hand side of the Peachtree “ccountng window. 


BET Oo ER Ld 
@ Peachtree Accounting Bai Rea pe : BES 


Comment 


The illustrations in this textbook were done with \ vs 7 and Peachtree Complete 
Accounting 2011. 


THE WINDOWS ENVIRONMENT 


One of the benefits of Windows is that it s ardizes terms and 
operations used in software programs. © )u learn how to move 
around PCA, you also know how to use ndows applications. 

To learn more about the Windows environment, let's look ata PCA 
window. On the next page, the Peachtree /\ccounting window shows the 
Business Status Navigation Center (‘ce dashboard) and the menu bar 


for Bellwether Garden Supply. 


For now, let's study the parts of Peachtree’s Business Status Navigation 
Center. Some features are common to al software programs that are 
written for Windows. For example, in the upper right corner there is the 
Minimize button, Double Window is. button, and the Exit or Close 


button. The title bar, window border, and mouse pointer are also 
common to Windows programs. Other features are specific to PCA: 
menu bar, toolbar, and the Navigation Bar at the left side of Peachtree's 
main window which offers access to the Navigation Centers. 


PCA includes a Navigation Bar on the left side of the window with seven 
selections: Business Status, Customers & Sales, Vendors & Purchases, 
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Inventory & Services, Employees & Payroll, Banking, and Company. The 
Navigation Bar selections open PCA’s Navigation Centers. For example, 
the Business Status selection opens the Business Status Navigation 
Center. The content of the Navigation Centers differ depending on the 
selection from the Navigation Bar. The Business Status Navigation 
Center is shown below. 


& * Selwether Garden Supply - Peachtree ‘Accounting 


Minimize, 


eee 
3 Bus a 
iG 03/01/11-03/32/11 | <3 Make this the defau} 
iu J “ze this pal 
: : Balances {ieustomize 
7 Sie ECD esti ai ee 

a z | 
| @hy Vendors & Purchases _ Account Description SiS) ARM'S Sete | Soo Balance, + Tota! 
q i Petty Cash 327.55 
4 4 4 . 5 Saas Ce 


maximize, 
| (24 Inventory & Services | See ae 
re | close or 


Reguiar Checking Account 10200 


i &  |Payroll Checking Account 10300 
| Employees & Payroll © 


| 
| : 
Savings Account 10400 Bester | exit 
- il (Accounts Receivable 11000 Per cies io | | 
| ie Banking i See ene ———— fuck - 570,120 ] 
Ee Company ii “y 
| Shortcuts Customize i Sneha 3 eve ne | 
| CustomerID |CustomerName =| Amount Due Due Date # ‘ 
h /EVERLY ~ Everly Property Management $8,897.32 1/1/2011 is} 
COWDEN Snowden Interior Design 57,102.06 1 i 
$ Cummings Construction $3,550.68 3 11 emmys to whe 
Teesdale Real Estate $7,578.92 1/31/2011 Amount Due Due Date» +] 


| Vendor ID Vendor Name 


J 


NG ArmstrongLandscaping 


borhood Nursery _$4,56 


@ Peach icon: Click on the Peach icon and a menu appears with options 
such as: Restore, Move, Size, Minimize, Maximize, Close. (Words 
that are gray are selections that are inactive.) 


@ Title Bar. The bar is at the top of the window. When a company is 
open in PCA, the name of the company is displayed on the Title Bar. 
If your window is minimized, you can put your mouse on the Title Bar, 
click and hold the left mouse button and drag the window around the 
desktop. The title bar shows Bellwether Garden Supply — Peachtree 
Accounting. 


© Menu Bar: In PCA 2011, there are 11 menu bar selections. If your 
menu bar selections have underlined letters, that means you can 
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make a selection by typing <Alt> and the underlined letter. For 
example, if you press the <Alt> key then press the <F> key, the menu 
bar shows underlined letters as well as the drop-down menu. You can 
also click with your left-mouse button on the menu bar headings to 
see a submenu of options. 


@ Minimize = | Double Window ej or Maximize ell, and Close or 
Exit E@ buttons: Clicking once on Minimize k= reduces the window 
fi start 
to a button on the taskbar. |In Windows 7, the button and 
taskbar are located at the bottom of the window. Clicking once on 


Double Window returns the window to its previous size. This 
button appears when you maximize the window. After clicking on the 


Double Window button, the symbol changes to the Maximize 
button. Click once on the Maximize 2! button to enlarge the window. 


Click once on the Exit or Close ft | button to close the window, or 
exit the program. 


® Toolbar: The gray bar to the right of the Business Status button 
shows the following selections: Hide, this allows you to hide the 
Navigation Centers; Refresh, you can update account balances; Print, 
you can print the Business Status Navigation Center; System Date; 
Period for accounting records (Bellwether defaults to Period 3 — 
03/01/11-03/31/11); Make this the default page; Customize this page. 
(When Business Status is selected, this toolbar appears.) 


1 Hide |G Refresh 4 Print “% System Date: 03/15/11 | “@ Period 3 - 03/01/11-03/31/11 $ Make this the default page <o} 


@ Navigation Bar: Peachtree’s Navigation Bar includes seven 
selections. These selections open the Business Status, Customers & 
Sales, Vendors & Purchases, Inventory & Services, Employees & 
Payroll, Banking, and Company Navigation Centers. 


Window colors may differ. Check with your instructor if you have a question. 
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TYPICAL PCA WINDOWS 


When you make a Navigation Bar selection, access is provided to the 
Navigation Center for each area of the program. For example, Customers 
& Sales is selected, a workflow diagram is shown for Customers & Sales 
tasks, and links to related areas. There is also a tab for Customer 
Management. 


The Maintain Customers/Prospects window is shown below. Information 
about customers is entered into the Maintain Customers/Prospects 
window. The illustration below is the Maintain Customers/Prospects 
window, one that is typical of PCA. There are four sections on this 
window: @ the icon bar, @ Previous or next record, ® drop-down lists 
(down arrow), @ tabs, © information about window. 


@ Icon bar |JE===: 
_| @ Previous or : 
next record a = 


® Drop-down 


® Information 
about window 
(active field) 


Saeltectinn eis Seite fox wea Dery 


@ Icon bar’: The icon bar shows pictures of commands or additional 
information that pertains to the window. Some icons are common to 
all windows while other icons are specific to a particular window. 

The icons included in the Maintain Customers/Prospects window are: 


Close: This closes the window without saving any work that has 
been typed since the last time you saved. 


°Notice that familiar business items are used for icons: disk for Save, an X for 
Delete, a calendar for Event. 
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New: New record or customer. 


Es List: List of customers. 


iL} Save : ; : 

Save: This saves information you have entered such as 
addresses, telephone numbers, contacts for vendors, customers, 
employees, etc. 


Save & New: Save the record and go to a new, blank record. 
Delete: If you select this while using a selection from the 


Maintain menu, the record (customer, vendor, etc.) will be deleted. When 
you're finished deleting, select Close, in order to delete the records. 


Change ID: When a customer record is displayed on the 


window, you may change the information for that customer. 


Event: Select this button in various maintenance windows to 
create an event. The Create Event window allows you to schedule an 
event for a customer/prospect, vendor, or employee/sales representative. 
You can also use the Event log to record notes about telephone calls, 
meetings, letters, etc. You use this to create a listing of future activity as 
well. 


Log: This shows you events recorded for an individual over a 
range of time that you specify. You can filter this list to see only certain 
types of activities and whether they're completed or not. You can mark 
activities as completed by placing a mark in the far left column. Double- 
clicking on any of the line items will take you to the Create an Event 
window. Line items appear on many of Peachtree's windows. On color 
monitors, a magenta line is placed around the row (line item) you select. 
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Letters: Select this button to process a mail merge for the 


currently opened record. 


Reports: If you click on the down-arrow on the Reports icon, 


you can select the following customer reports—Aged Receivables, 
Customer Transaction History, Customer Ledgers, Items Sold to 
Customers, Job Ledger, Quote Register, Sales Order Register, and 
Ticket Listing by Customer. (In this example, Maintain; Customers/ 
Prospects, Aldred Builders, Inc. is selected as the customer.) 


(j Attachments | attachments: Use this icon to add attachments for this 
record. 


2, Outlook Outlook: Use this icon to sync to Microsoft Outlook. 


Help: Selecting this icon gives you information specific to the 
current window. The fields of the window are often listed at the bottom of 
the help message. When you have a question about how to use 
Peachtree, clicking on the Help icon often answers it. 


_! Previous or Next Record: Click on either the left arrow for the 
previous record; or the right arrow for the next record. 


© Drop-Down List. The down arrow means that this field contains a list 
of information from which you can make a selection. Many of PCA's 
windows have drop-down lists that appear when you click on a down 
arrow next to a field. You can press <Enter> or click on an item to 
select it from the list. 


@ Tabs: The tabs that are shown in the Maintain Customers/Prospects 
window are General, Contacts, History, Sales Info, Payment & Credit. 
Once a customer is selected, you can select one of these folders to 
display information about a customer. 


® On the right side of Maintain windows, information about the active 
field is shown. In this example, information about the CUSTOMER ID 
field is shown. 
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THE SAMPLE COMPANY: BELLWETHER GARDEN SUPPLY 
Bellwether Garden Supply is one of the sample companies included with 
PCA. To help you become familiar with the software, the sample 
company is used. 


GETTING STARTED 


Follow these steps to start Peachtree Complete Accounting 2011 (PCA): 


1. Start PCA. If Peachtree Complete Accounting 2011 is not installed on 
your computer, refer to pages v-xiii (Software !nstallation) for installing 
the Peachtree Complete Accounting CD ‘hat is included with this 
textbook. 

2. When Peachtree Complete Accounting 2011 (PCA) was installed, an 
icon was created for Peachtree. To start, place the mouse pointer on 


the Peachtree icon and double-click with the left mouse button. (Or, 
click Start, All Programs, Peachtree Complete Accounting 2011. 
Then, click Peachtree Complete Accounting 2011.) 


3. The Peachtree Accounting window appears. From the startup 
window, you can Open an existing company, Create a new company, 
Explore a sample company, or Convert from another accounting 
program. 


Peachtree™ comp! —— 


=i Open an existing company | 


Ss Create a new company 


Other Tasks: 
» Explore a sample company 


» Convert from another accounting program 
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4. Select Explore a sample company. 


5. The Explore a Sample Company window appears. PCA 2011 has 
two sample companies: Bellwether Garden Supply and Stone Arbor 
Landscaping. In Chapters 1 — 7, you use Bellwether Garden Supply 
to explore Peachtree. Then, in Chapter 8, you use Stone Arbor 
Landscaping to see how Peachtree’s time and billing feature works. 
Make sure that Bellwether Garden Supply is selected. 


cplore a Sample Company 


eel Peachtree Accounting has two sample companies 


: that you can explore. 
Explore 


(* Bellwether Garden Supply 
This is a retail and service compary that <: 


Peachtree's inventory and job tracking cap 


Stone Arbor Landscaping 


This is 4 service company that demonstrates Peachtree" 
Time and Billing features. 


Troubleshooting: Why doesn't my Explore a Sample Company 
window show the OK, Close, and Help buttons? 


Screen resolution affects how Peachtree's windows look. The 
recommended screen resolution is 1024 X 768 with small fonts 
(refer to p. iv). You can use a higher resolution but some of the 
windows will look different. If you do not have an OK button, press 
<Enter> to start Bellwether Garden Supply. 


6. Click LK] on the Navigation Bar, select 


res) | Business Status 


|, [he Business Status Navigation Center 
appears. The Business Status Navigation Center, also known as the 
Home page or dashboard, is separated into seven areas. The 
dashboard lets you see at a glance a variety of general business 
information. Scroll down the window to see all of it. Each area has 
underlined links. 
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g. 


Account Balances — observe the links from this area are View 


Account List; Reconcile Accounts and Import Bank Statements; 
View Balance Sheet. In Peachtree, you can link to reports from 


the Navigation Centers or from the menu bar. 


Customers Who Owe Money — A customer list is shown with links 
to customers and reports. 


Aged Receivables — A graph is shown and links to View Customer 
List; View Aged Receivables Report: and Receive Payment. 


Find a Report — Observe that fields are included for Category, 
Report, and Description. (If necessary, scroll down the Home 


page.) 


Revenue: Year to Date — A graph shows the first quarter of 
2011’s revenue and links to View Income Statement; Edit the 


Budget; and View Account Variance Report. 


Vendors to Pay — A vendor list is shown with links to vendors and 
reports. 


Aged Payables — A graph is shown along with links to reports. 


DISPLAY PRODUCT INFORMATION 


ie 


From the menu bar, click Help; About Peachtree Accounting. 


This About Peachtree Accounting window shows the copyright 
information and the Release, Build, Serial Number, Installed Tax 
Service, and Registered Tax Service. The Release field shows 
Peachtree Complete® Accounting 2011, and the Build No. is 
18.0.02.1286 (your release and build may differ). The Installed Tax 
Service and Registered Tax Service could also differ. 


To see if software or text updates have been made, periodically 
check the Textbook Updates link on the book's website at 
www.mhhe.com/yacht2011. Compare your About Peachtree 
Accounting window to the one shown on the next page. 
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‘»* About Peachtree Accounting 
Sage Peachtree® Complete Accounti 


Sage Peachtree Complete® Accounting 2011 
Copyright 2010 Sage Software, Inc. Al! rights reserved 


For more information about Sage and its var Update 
services, go to wwwW.peachtree.com or cal| 1) Peachtree, 
pages Xix-xx | 
PORTIONS OF THIS PROGRAM, related prod Coomenrererey _ 
hte v third oA 


and associated documentation were develoned b 


Release: Sage Peachtree Complete® Accounting 2011 
Build: 18.0.02.1286 : J 


Serial Number: ' 
Installed Tax Service: 2010040 Your serial 


number 
View the End-User License Agreement 


al treaties. OK 
Unauthorized reproduction or distribution of this program, or any p of it, may Pe ce 


result in severe civil and criminal penalties and will be prosecuted t 
extent possible under the law. To review the complete license agreement 


lf you downloaded the update, your Release field ends in SR-1. 
(Refer to page xix-xx, Update Peachtree.) 


Zire liek to close the Product Information window. 


SETTING GLOBAL OPTIONS 


Peachtree’s global options are in effect for all Peachtree companies. On 
pages xiil-xv, steps are shown for setting global options. They are 
repeated here so you can make sure they are set. All companies in 
Chapters 1-18 and Projects 1 - 4 require these global options. 


‘This icon, | means there is a Setting Global Options flash video. Go online to 
www.mhhe.com/yacht2011. Link to Student Edition, select Chapter 1, Flash Videos, 
Setting Global Options. 
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1. From the menu bar, select Options; Global. The Maintain Global 
Options window appears. The Accounting tab is selected. 


a. 


b. 


In the Decimal Entry area, select Manual. 


Make sure 2 is shown in the Quantity, Standard and Unit Price 
fields. 


In the Hide General Ledger Accounts area, make sure that 
there are no checkmarks in the boxes. (To uncheck one the 
boxes, click on them.) 


In the Other Options area, a checkmark should be placed next 
to Warn if a record was changed but not saved; and Recalculate 
cash balance automatically in Receipts, Payments, and Payroll 
Entry. Compare your Maintain Globa! Options; Accounting tab 
window with the one shown below. 


Maintain Global Options 


— 
a ——— — —— 
Accounting General Peachtree Partners Spellir 


Decimal Entry Number of Decimal Places 


C Automatic Quantity fields 
@ Manual Standard fields 


Hide General Ledger Accounts 


ccounts Receivable (Quotes, Sales Orders. Proposals. Invoicing Credit M 
.ccounts Payable (Purchase Orders, Purchases. Credit Mernos. Payment 
-ayroll Entry 


ther Options 


v \Warn if a record was changed but not saved 
ide inactive records 
[¥ Recalculate cash balance automatically in Receipts, Payments. and Pe 
[ JUse Timeslips by Sage Accounting Link 
When sorting transactions by dete in most lists and reports. secondan 


@ Reference Number C Posting Order 


2. Click on the General tab. Make sure the Maintain Global Options; 
General window shows the following selections. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Introduction to Bellwether Garden Supply 17 


Accounting Peschtree Partners i Spelling i 


Improve Performance 


{¥ Do not printtotal page length of reports in report headers 


[™ Do not show quantity on hand in inventory itern lookup lists 


{7 Update the Business Status and Navigation Centers only when the Retresh button js clicked 


f~ Update reports automatically when records are saved 


Line Item Entry Display 


© 1Line 


Smart Data Entry 


[¥ Automatic field completion |v Automatically create IDs or 


[v Drap-down list displays automatically 


3. Click to save the global options, which will be in effect for 


all Peachtree companies. 


PEACHTREE'S USER INTERFACE 


A User Interface (Ul) is the link between a user and a computer program. 
Peachtree's UI is designed for both Navigation Bar and menu-bar 
selections. 


The user interface is one of the most important parts of any software 
because it determines how easily you can make the program do what 
you want. Graphical user interfaces (GUIs) that use windows, icons, and 
pop-up menus are standard on personal computers. 


The Navigation Bar appears at the left side of 
the Peachtree main window and offers access to 
seven Navigation Centers. The Navigation 
Centers provide information about and access to 
the Peachtree program. The Navigation Bar 
includes seven selections: Business Status, 
Customers & Sales, Vendors & Purchases, 
Inventory & Services, Employees & Payroll, 
Banking, and Company. 


nee Business Status 


dn Vendors & Purchases | 


fer Inventory & Services 


When you click one of the seven selections (for 
example, Customers & Sales), the panel to the 
right of the Navigation Bar displays a workflow 
diagram with additional links related to that 
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module. Modules organize Peachtree’s transaction windows and reports. 
The menu bar selections, Tasks and Reports & Forms, are also 
organized by module; for example, the Reports & Forms menu includes 
Accounts Receivable, Accounts Payable, Genera! Ledger, etc. 


Peachtree’s modules include Customers & Sales, Vendors & Purchases, 


Inventory & Services, Employees & Payrol|, Sanking, and Company. The 
Business Status Navigation Center includes a snapshot of the company. 
Peachtree’s modular design is similar to other accounting software 


applications. In this textbook, you use PCA’s Navigation Bar and menu 
bar selections to access features of the program. The individual 
Navigation Bar selections take you to Navigation Centers. For example, if 
you select Customers & Sales, the Customers & Sales Navigation Center 
appears. 


CHART OF ACCOUNTS 

A chart of accounts is a list of all the accounts used by a company 
showing identifying numbers assigned to each account. Peachtree's 
general ledger module is the complete collection of accounts (chart of 
accounts) of a company, transactions associated with these accounts, 


and account balances for a specified period. |n Chapter 5, General 
Ledger, Inventory, and Internal Contro!, you will learn more about 
Peachtree's general ledger module and the chart of accounts. For now, 
let's view Bellwether's chart of accounts so that you can familiarize 
yourself with the accounts that will be used in subsequent chapters. 


Follow these steps to display Bellwether's chart of accounts. 


that the Company Tasks diagram includes an icon for Chart of 
Accounts. 


2. Select LAs «|, View and Edit Accounts. The Account list appears 
showing an identifying number for each account, description, type 
(classifications for financial statements), and running balance. A 
partial account list is shown on the next page. Scroll down the window 
to see the entire chart of accounts. 
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unninig Balance 


Cash on Hand 
Reguiar Checking Account 
Payroll Checking Account 
Savings Account 
Accounts Receivable 
Contracts Receivabie 
Other Receivables 
Allowance for Doubtful Account 
Inventory 
Prepaid Expenses 
Employee Advances 
Notes Receivable-Current 
Other Current Assets 
Furniture and Fixtures 
Equipment 
Vehicdes 
Other Depreciable Property 
Leasehold Improvements 
Buildings 
Building Improvements 
Land 
Accum. Depreciation-Furniture 
Accum. Depreciation-Equipment 
Accum. Depreciation-Vehicles 
Accum. Depreciation-Other 
4ccum. Depreciation-Leasehold 
Accum. Depreciation-Buildings 
Accum, Depreciation-Bidg Imp 
Deposits 
Organization Costs 
Accum Amortiz - Organiz Costs 
Notes Receivable- Noncurrent 
Other Noncurrent Assets 
Accounts Payable 
Accrued Expenses 
Sales Tax Payable 

ages Payable 


The Account List's icon bar includes a Send To selection. When you 
make that selection, you can send the Account List to Excel, E-mail, 
or PDF (Adobe Acrobat). Exporting Peachtree reports to Microsoft 
Excel is shown on pages 45-47. 


3. Close the Account List by clicking on its title bar. 


BACKING UP BELLWETHER GARDEN SUPPLY k 


Before making changes to Bellwether Garden Supply, you should back 
up the sample company data. When using PCA, information is 
automatically saved to the hard drive of the computer. In a classroom 
setting, a number of students may be using the same computer. This 
means that when you return to the computer lab or classroom, your data 


®The arrow indicates there is a flash video. Go online to www.mhhe.com/yacht2011; 
link to Student Edition, select Chapter 1, Flash Videos, Backup. 
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will be gone. Backing up means saving a copy o! the data to a hard 
drive, network drive, or external media. Backing up insures that you can 
start where you left off the last time Peachtree was used. 


Comment 


The author suggests backing up the sample company. Since the backup requires 
9.68MB, you need to back up to the hard drive, network drive, CD (CD-RW drive), DVD 
(DVD-RW drive) or USB drive. In the textbook, backing up to a drive other than the hard 
drive or network drive is called backing up to externa! media The instructions that 
follow assume you are backing up to the \BCS folder on the hard drive's default location 
at C:\Sage\Peachtree\Company\Sample\PCW\BCS. (Hint To see the default directory 
where Bellwether is located, from the menu bar select Maintain, Company Information. 
The Directory field shows the location of the BCS folder.) 


When a back up is made, data is saved to the curren! point. To distinguish between 
backups, a different backup name (file name) should be used. Use Peachtree’s restore 
feature to retrieve information that was backed up. 


In the business world, backups are unique to each business: daily, weekly, monthly. 
Think of your backups this way and you will see why individual backups at different 
points in the data are necessary. You should never /eave the computer lab without 
backing up your data. 


Follow these steps to back up Bellwether Garden Supply. 


The text directions assume that you are backing up to a hard drive 
location. You can also backup to externa! media such as a USB drive, 
CD-RW drive or DVD-RW drive. One USB flash, thumb or pen drive, CD- 
R, or DVD-R can be used for all backups in the textbook (Chapters 1 
through 18). The chart on page 2 (Part 1 introduction) shows the size of 
each backup made in Chapters 1-8. 


Te From the » Navigation Bar, click 


Ths process will back up your company date and customized forms. 


the Data Maintenance | list, link | Remind mee 
to Back up. The Back Up Loco Bacio felis 


Company window appears. If | 1 ndlude company isomne it te sacar ese 
necessary, uncheck the box . sacle 
next to Include company 

name in the backup file name. 
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2. Click [_ sackup | The Save Backup for Bellwether Garden Supply as 


window appears. 


3. The Save in field shows the default location for your backup (BCS). 
If you do not change the Save in location, you are saving to the 
hard drive. Click on the down-arrow in the Save in field. The list that 
displays shows you the location on your hard drive for the sample 
company files. (Hint: If you are using Windows Vista or XP, your 
default location may differ. Refer to Company Data Files Location, 
page xviii.) 


x| 


@ Desktop — hd Date modified 


] ‘a Network 
| “9 Libraries 
& Computer 
&» Local Disk (C:) 
| Sage 
_ Peachtree 
|. Company 
_ Sample 


File name) i PCW REE 


Help 


4. Since you are backing up to the default hard drive location, follow 
these steps. Observe that the Save in field shows BCS (or the 
appropriate drive letter) and that the File name field shows the 
default name. In the File name field, highlight the default file name 
and then type bgs as the file name. Compare your Save Backup 
for Bellwether Garden Supply as window to the one shown on the 
next page. 


ali you are backing up to a different location, go to the appropriate drive letter. If you 
are having difficulty backing up to USB media (thumb or flash drive), backup to the 
desktop first, then copy the desktop file to your USB drive. Refer to Appendix A, 
Troubleshooting, pages 771-772—Problem Backing Up to USB Drive or Other External 
Media. 
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ip Save Backup for Bellwether Garden § ply . x| 


Save in: | } Bcs yj + ee Hb 
Name « 
a | KeysBackup 

) LETTERS 


company.ptb 


\ File name: bgs 


FW -E- Tavis] eachtree Backup ( 


Observe that the Save as type field shows that you are making a 


Peachtree Backup (*.ptb), which is abbreviated ptb. This is the 
standard extension for Peachtree backups. 


Comment 


lf your Save as type field does not show Peachtree Backup (*.ptb), follow these 
steps: 


Right-click ; left-click Open Windows Explorer. (These instructions are 


consistent with Windows 7.) 
From the menu bar, select Organize, Folder and Search Options. 
Click on the View tab. Make sure the box next to Hide extensions for known file 


5. Click Lise] 


6. A window appears that says This company backup will require 
approximately 9.82MB. 
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Peachtree Accounting 


This company backup will require approximately 9.82MB. 


7. Click Be | When the Back Up Company scale is 100% 


complete, you have successfully backed up the sample company. 


Follow these steps to see the size of the backup file. 


1. Right-click ; left -click Open Windows Explorer. (Hint: This 


textbook was written with Microsoft Word 2007 and Windows 7. If 
you are using a different Windows operating system, your start 
button differs.) 


2. Select drive C (or the location where you backed up Bellwether 
Garden Supply). For example, if you backed up to the default 
company data files location, select 
C:\Sage\Peachtree\Company\Sample\PCVWV\BCS\bgs.ptb. (Hint: Your 
default location may differ. Refer to Company Data Files Location, 
page xviii.) 


The Name of the file is bgs.ptb; the size of the file is 3,663 KB;'° and 
File Type is PTB File. Compare this information to the bcs folder on 
your hard drive, network drive, USB drive, or CD. 


|. @ Computer ¥ Local Disk (C:) ¥ Sage * Peachtree » Company ¥ Sample > PCW * SCS ¥ 5 + GI SearchBcs— << 
e ¥  Incudeinibrary ~ Sharewith ~ Bum New folder _ 


PW oe a ee 


bgs.ptb 


PTB Fle 3,663 KB 


'’The size of your backup file may differ. 
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Refer to the chart on page 2 for back up sizes. Peachtree backs up to 
the current point in the data. The author suggests backing up toa 
hard drive location or external media (USB fash drive; CD; or DVD.) 


Follow these steps to exit Peachtree: 


1. Close Windows Explorer. 


2. From Peachtree’s menu bar, click File; Exit. You are returned to the 
desktop. 


USING WINDOWS EXPLORER 


The instructions on pages 19-23 show how to use Peachtree’s Back Up 
feature. Peachtree’s Back Up feature works with Restore, which is shown 
on pages 28-32. What if your instructor prefers that all of the company 
files be copied or saved? 


1. The Windows desktop should be displayed. 


2. Right-click ; left-click Open Windows Explorer. (Hint: In 


Windows 7 the folder icon also opens Windows Explorer.) 

3. Select drive C. Then, open the folder for Bellwether Garden Supply: 
C:\Sage\Peachtree\Company\Sample\PCW (this is the default 
location for Bellwether Garden Supply; your location may differ.) 


(* Computer > Local Disk (C:) ¥ Sage > Peachtree » Company » Sampe » POW) 


y  Indudeinibrary ~ Sharewtth » Burn New folder 
[ Name - / Date modified 


i !_PDG File folder 


4. Right-click on the BCS folder. A drop-down menu appears. Left- 
click on Properties. Compare your BCS Properties window to the 
one shown on the next page. 


~ 
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A BCS Properties 
General | Sharing | Security | Previous Versions | Customize 


| : BCS 


Type: File folder 


Location: CASage\Peachtree\Company\Sample\PCW 
44.5 MB (46,728,808 bytes) », 
Size ondisk: 44.7 MB (46.919,680 bytes) 


Contains: 158 Files, 5 Folders 


Created: Yesterday, July 19, 2010. 5. 


Attributes: J¥ Read-only (Only applies to files in folder) 


[ Hidden Advanced... 


5. Observe that the size of the BCS folder is 44.5 MB (or 46,728,808 
bytes). The size of your BCS folder may differ. If you want to copy 
the entire folder to a disk, you need to have a CD-RW or DVD-RW 
drive. The steps shown for Copying the BCS folder to a CD-RW or 
DVD-RW drive (on pages 26-27) explain how to do that. In order to 
use the program, Peachtree folders need read and write access. 
The computer’s hard drive, CD-RW, DVD-RW, and USB drives are 
read/write. 


6. Click to close the BCS Properties window. Click on 


the title bar to close Windows Explorer. 
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Copying the BCS Folder to a CD-RW or DVD-RW Drive 


Follow these steps to copy the BCS folder to a CD-RW or DVD-RW drive. 
Depending on the software you are using to copy data, your instructions 
may differ. 


1. If necessary, click File; Exit to 
exit Peachtree and return to the ols 
desktop. Put the CD-R or DVD- BD-RE Drive (G:) 
R disk in the drive (or other ju 
external media in the 
appropriate drive). In this 
example, the BCS folder is Blank CD options 
copied to a DVD-R. (Depending 
on the external media used, 
your steps may differ.) 


| Always do this for blank CDs: 


Burn an audio CD 


Pie Pur files to disc 
: sing Windows Explore 
2) Add Files 


) Create a CD 


If you are copying files to a 
DVD, a window may appear that 
asks if you want to burn files to 
disc using Windows or Add Files 
using other software (for View more AutoPl tions in trol Panel 
example, using Roxio Creator 
Data). Make the appropriate selection. (In this example, Burn files to 
disc using Windows is selected.) 


2. Click Burn files to disc. 


3. Type Bellwether for the Disc title. clic vet] Once the DVD is 
formatted, a window appears that gives you the option to Open 
folder to view files using Windows Explorer. Go to the location of the 
BCS folder. The default 
C:\Sage\Peachtree\Company\Sample\PCW\BCS. Click on BCS to 
select it. 


h all secs File folder 


4. Drag/drop (or copy/paste) the BCS folder from the default location to 
your CD RW or DVD RW Drive. A window appears that says it is 
Copying 162 items (44.5 MB). When the scale is 100% complete, the 
BCS folder is copied. (This author’s DVD RW drive is identified as 
drive G. Your drive letter may differ. ) 
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Observe that the Folders list on Windows Explorer’s left pane shows 
Drive (G:) Bellwether. The contents of the BCS folder are also 
shown—double-click on the drive to show its contents. 


-== ae 


a, BD-RE Drive (G:) Belwether 
BCS 


j 


5. Right click on the CD RW or DVD RW drive; left-click Eject. A 
Preparing to Eject window appears. After a few moments the drive 
door opens. Remove the CD or DVD. 


6. Close Windows Explorer. 


7. To check that the file was copied, place the CD/DVD or other 
external media in the appropriate drive. Open the folder to view files 
using Windows Explorer. Right-click on the BCS folder; left-click 
Properties. The BCS Properties window should look similar to the 
one shown on page 25. 


8. Click on the title bar to close the window. 


9. Remove the CD, DVD, or other external media. 


When you copy the BCS folder from drive C to a CD/DVD RW drive or 
other external media, you are copying all the files contained in the folder. 
Remember, backing up files compresses the data (or makes the file 
smaller). Copying the entire folder allows you to have all the BCS files on 
external media. When you want to return to where you left off, you can 
use Windows Explorer to copy and paste these files from your CD/DVD 
(or other external media) to Peachtree’s program path and Bellwether’s 
folder on drive C — C:\Sage\Peachtree\Company\Sample\PCW\BCS. 
(Hint: Your default location may differ. Refer to Company Data Files 
Location, page xvii.) 


Or, you can use PCA’s backup feature to save data. The instructions in 
the textbook teach you how to use Peachtree’s Back Up and Restore 
features. Check with your instructor for his or her preference. 
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USING PEACHTREE’S RESTORE WIZARD be 


In order to start where you left off the last time you backed up, use 
Peachtree’s Restore Wizard. Your instructor may prefer that you use 
Windows Explorer to copy/paste instead of Peachtree’s Restore feature. 
You may need to check with your instructor on the preferred method. 
This textbook shows Peachtree’s Restore Wizard. 


Follow these steps to use Peachtree’s Restore Wizard. 


1. Start Peachtree. (Hint: lf another company opens, from the menu bar 
select File; Close Company to go to the startup window.) Open the 
sample company, Bellwether Garden Supply. 


To confirm the location of Bellwether Garden Supply, follow these 
steps. 


a. From the menu bar, select Maintain; Company Information. 
Observe that the Directory field shows 
C:\Sage\Peachtree\Company\Sample\PCW\BCS. (Hint: Your 
Directory field may differ. Refer to File Management, pages xvii- 
Xviii.) 


Maintain Company Information 


low | 4 
Si x | Help 


Campany Name: |Bellwether Garden Supply 
——————————— 


Address. |1505 Pavilion Place 


City, ST Zip [Norcross 
Country |USA 
Telephone: |770-724-4000 Web Site [www peachtree com wee 
Fax. |770-555-1234 E-mail: | | 
State Employer |ID: |2789123-12 Fed Employer !D: [58-2560752 


State Unemployment ID: |60141-79 Form of Business 


Corporation 


Pasting Method: | > Realtime Accounting Method: Accrual 
Direct Deposit [>] Inactive 


Peachtree Managed Payroll | Inactive 


"The arrow indicates a flash video at www.mhhe.com/yacht2011. Select Student 
Edition; Chapter 1, Flash Videos, Restore. 
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b. Click LP...) to close the Maintain Company Information window. 
The steps that follow assume that you are restoring from Peachtree’s 
default hard drive location. If Bellwether Garden Supply is not listed as 
a Peachtree company, refer to the Read Vie box below. 


Read Me: What if Bellwether Garden Supply is not shown as an 
Oo: @& existing company or when you select Explore a sample company? 
Some schools delete directories from the hard drive. For example, you have a back up 
file but the company, Bellwether Garden Supply, is no# listed as a Peachtree company. 
Follow these steps to restore a company from a backup file. 

1. If necessary, click File; Close Company to go to the Startup window. To double- 
check that Bellwether is not listed, select Open an existing company. Make sure 
Bellwether Garden Supply is not listed in the Company Name list. Click 

Close 


2. The startup window shows four menu bar options—"" ean hes ais Nisha : 


Select File; Restore. 

3. Browse to the location of your backup file, select it. Click Next. 

4. Restore A New Company. Compare your Select Company window with the one 
shown below step 6, pages 30-31. Make sure A New Company is selected and the 
Company Name field shows Bellwether Garden Supply; click Next. Continue with 
step 8, page 31. 


: ‘ | Company 
3. From the Navigation Bar, click L"* _|. In the Data 


Maintenance list, link to Restore. (If you are not restoring from the 
default hard drive location, put your USB flash drive or other external 
media into the appropriate drive.) 


4. The Restore Wizard — Select Backup File window appears. The 
window on the next page shows the default location. 
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Restore Wizard - Select Backup File 


Select Backup File 


Select the backup file you wantto restore. 


If you are restoring from a disk or CD ROM, place the disk in the dine 9 


Location: [C\Sage\Peachtree\Company\Sample\PCW BCSibg 


Click Help for more information on any window 


Click Next to continue. 


If you are restoring from external media, 
from External media below. 


Steps for Restoring from External Media a 


1. In the Location field, click 


Browse 


2. In the Look in field, select the 
appropriate drive. The 
illustration shows drive H. 
Highlight the bgs.ptb file. 


3. Click [ 
Observe that the Select Backup 
File window shows the Location 
of the bgs.ptb file. Continue with 
step 5 below. Remember, the textbook steps assume you are restoring from a 
hard drive location. 


5. On the Restore Wizard — Select Backup File window, click 


6. The Select Company window appears. Observe that An Existing 
Company is the default. The Company Name field shows 
Bellwether Garden Supply and the Location shows Bellwether’s 
location. 
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Restore Wizard - Select Company 


insta 


~ Selectthe Company you wish to restore your backup file to 
You can choose to restore your backup file to an existing company folder or a new company folder: 


(@ An Existing Company ( ANew Company 


pesaas iBeliwether Garden Supply on}. 
Location: [E\Sage\Peachtree\Company\Sample\PCWCS 


Browse | 


Click Next to continue. 


< Back a Next> Cancel Help | 


7. Read the information on the Select Company window; click 
Next > 


8. The Restore Options window appears. Make sure that the check 
mark is next to Company Data. 


Restore Wizatd - Restore Options 


Restore Options 

Select the Peachtree files that you want to restore: 
[¥ Company Data 
[~ Customized Forms 


[~ Web Transactions 


Click Next to continue. 


*Back | Next> | Cancel | < Help | 
' Next 
9. On the Restore Options window, click [new] 
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10. The Confirmation window appears. Remember, the textbook steps 
assume that you are restoring from Peachiree’s default hard drive 
location (C:\Sage\Peachtree\Company\Samp!e\8CS\bgs.ptb). If you 
are restoring from external media or another location, the From field 
shows the appropriate directory. Compare your Confirmation window 
to the one shown below. 


Restore Wizard - Confirmation 


Confirmation 


You have chosen to restore this backup file to an existing compa) ar 
This will overwrite existing data and can be a dangerous opeia ure of the restore process results 
in a loss of data. You may want to make a backup first 


Please verify the company name and the location of the back: | ere restonng from and the 
company folder you are restoring to. If any of this informaton ect cick Back to the appropriate 
page and amend 


Company Name: Bellwether Garden Supply 


From [ec \Sage\Peachtree\Company\Sample\PCW Bt 
To |C:\Sage\Peachtree\Company\Sample\PCVV \BCS 


11. Read the information on the Confirmation window, then click 


[__Frrish | Your backup data staris to restore. When the scale is 
100% complete, the Bellwether Garden Supply data is restored. 


Once Bellwether’s files are restored, you are ready to continue using the 
sample company. Remember before you exit PCA, make a backup of 
your work. 


The following information demonstrates PCA’s horizontal menu bar 
selections. In this book, you are going to use both the menu bar 
selections and the Navigation Bar. 


MENU BAR 


PCA's menu bar has 11 selections: File, Edit, Lists, Maintain, Tasks, 
Analysis, Options, Reports & Forms, Services, Window, and Help. 
Follow these steps to look at each menu bar selection. 
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nemo, 


1. From the menu bar, click File to see its menu, or, press <Alt> + F to 
display the File menu. If you use <Alt> + F instead of your mouse, 
notice that the individual letters on the menu bar are underlined. In 
this example, the mouse is used. The File menu selections are 
shown below. = 

Pe Edit Lists Maintain Tasks 


Company... Ctri+c 
Open Previous Company 


Online Backup/Restore... 
Select Import/Export... 
Sync with Outlook... 


Exit 


The File menu allows you to open a company, open previous 
company, create a new company, close the company, go to the 
setup guide, print preview, print, create a PDF (Adobe Acrobat) file, 
Back Up, Restore, Automatic Backup, Online Backup/Restore, select 
import/export, sync with Outlook, data verification, update 
encryption, enter payroll formulas, and exit. (The grayed out 
selections are inactive.) 


Menu choices that are followed by an ellipsis (...) are associated 
with dialog boxes or windows that supply information about a 
window. An arrow (®) next to a menu item (Open Previous 
Company and Payroll Formulas) indicates that there is another menu 
with additional selections. 


To cancel the drop-down menu, click File or <Esc>. 
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2. The Edit selection shows Find Transactions. 


3. Click Lists to see its menu. The Lists selection shows Customers & 
Sales, Vendors & Purchases, Employees & Payroll, Chart of 
Accounts, General Journal Entries, Inventory & Services, Jobs, and 
Time/Expense. The Lists menu is an alternative to using the 
Navigation Bar. 


Fle Edit Lists [\Maintain 
Customers & 
Vendors & Purchases 
Employees & Payroll 
Chart of Accounts 
General Journal Entries 
Inventory & Services 
Jobs 


4. Click Maintain to see its menu. 
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From the Maintain menu, you can enter, view, or edit required 
information for your company's customers or prospects, vendors, 
employees or sales reps, chart of accounts, budgets, inventory 
items, item prices, and job costs. You can also edit company 
information; enter memorized transactions; or go to default 
information, sales tax codes, and users (passwords and security). 
Defaults are commands that PCA automatically selects. Default 
information automatically displays in windows. You can change the 
default by choosing another command. 


5. Click Tasks to see its menu. 


Fle dit Lists Maintain Tasks A 


Quotes/Sales Orders [ . 
Sales/Invoicing... 

Invoice Time and Expenses. 
Shipments , 
Finance Charge... 

Credit Memos... 


Select for Purchase Orders... 
Purchase Orders... 
Purchases/Receive Inventory... 
Bills r 
Select for Payment 4 
Payments... 

Write Checks... 

Transmit Electronic Payments... 
Vendor Credit Memos... 

Account Register... 

Time/Expense , 
Select for Payroll Entry... 

Payroll Entry... 


General Journal Entry... 
Inventory Adjustments... 
Account Reconciliation... 
Void Checks... 


Write Letters » 
Action Items... 
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From the Tasks menu, you can enter quotes and sales orders, sales 
invoices, invoice time and expenses, shipments, receipts, finance 
charges, select for deposit, issue credit memos, purchase orders, 
purchases of inventory, select bills to pay, make payments, write 
checks, transmit electronic payments, issue vendor credit memos, 
display account registers, record time and expenses, record payroll 
information, and make general journal entries. You can also make 
inventory adjustments, assemblies, reconcile bank statements 
(account reconciliation), void checks, and enter action items. With the 
System selection, another menu displays with choices such as post 
and unpost (available with batch posting), change the accounting 
period, use the year-end wizard, and purge old or inactive 
transactions. 


6. Click Analysis to see its menu. 


Maintain Tasks Analysis 


Cash Flow Manager... * 
Collection Manager... 


Payment Manager... 
Financial Manager... 


Business Analytics 


The Analysis menu includes the cash flow manager, collection 
manager, payment manager, financial manager, and business 
analytics. 


7. Click Options to see its menu. 


Maintain Tasks Analysis” Options 
Global... s 
Change System Date... 


¥ Start with Last Opened Company 


Default Information > 


The Options menu includes setting global options, change the 
system date, start with the Last Opened Company, and enter default 
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information. The checkmark next to Start with Last Opened 
Company means that each time you start Peachtree, the last 
company worked with opens. 


8. Click Reports & Forms to see its menu. 


Options . Reports & Forms 


Accounts Receivable... 
Accounts Payable... 


Payroll... 

General Ledger... 
Financial Statements... 
Inventory... 

Jobs... 

Account Reconciliation... 
Time/Expense... 


Company... 
Internal Accounting Review. 


The Reports & Forms menu allows you to queue reports for printing 
or displaying reports. You can also create and edit the format for 
forms, reports, financial statements, and other reports. Crystal 
Reports Designer, which is for creating more reports than found 
within Peachtree, is available for an additional cost. 


9. Click Services to see its menu. 
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Options Reports & Forms | Se. wine 
Check for Updates... : 
My Peachtree Account... 
Product Enhancement Progra’ . 


Credit Card Processing... 
Bil Pay... 
Web Site Creation & Storefront. 


Peachtree Web Transaction Center.. 


PeachSync Wizard... 
Peachtree Resource Cent 


The Services menu includes selections for Check for Updates, My 
Peachtree Account, Product Enhancement Program, Credit Card 
Processing, Bill Pay, Remote Access, Web Site Creation & 
Storefront, Peachtree Web Transaction Center, PeachSync Wizard, 
and Peachtree Resource Center. 


10. Click Window to see its menu. The VVindow menu allows you to 
close all windows. 


&Forms Services Window 
Peachtree Accounting Help 


What's New in Peachtree 


Setup Guide 

User Manuals > 
User Assistance 

Advisor History 


Customer Support and Service » 


Peachtree on the Web > 
Peachtree Registration 
Tax Service Registration 


License Agreement 
About Peachtree Accounting 
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The Help menu allows you to open a window of context-sensitive 
help, see what’s new in Peachtree, go to the setup guide, open 
Peachtree’s user manuals, go to a list of how to selections, select 
user assistance, advisor history, Customer Support and Service, go 
to Peachtree on the Web, register Peachtree, for an additional cost 
register a tax service, look at Peachtree’s license agreement. Select 
About Peachtree Accounting to display product information. Detailed 
steps for displaying product information are shown on pages 14-15. 


BECOMING AN EMPLOYEE OF BELLWETHER GARDEN SUPPLY 


Before adding yourself as an employee of Bellwether Garden Supply, 
let's use the Navigation Bar to open the Maintain Employees & Sales 
Reps window. The Navigation Bar selections include: Business Status, 
Customers & Sales, Vendors & Purchases, !nventory & Services, 
Employees & Payroll, Banking, and Company 


a) 6 Business Status 


& Customers & Sales 


Ba Vendors & Purchases | 


ion - a 


a, Inventory & Services i 


Bs Employees & & & Payroll 


rea ae 


ptt oa Company 


= y 


Follow these steps to use the Navigation Bar to add yourself as an 
employee. 


Employees & P. e | 
1. On the Navigation Bar, select L ry ‘erent Payroll |, The 


Employees & Payroll Navigation Gaater appease The Employees & 
Payroll Tasks diagram is shown on the next page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


40 Chapter 1 


(@ Hide “GH Refresh | “gy System Date: 03/15/11 | gp Period 3 - 03/01/11-03/31/11 4 Make this the cefault page ascot sia 
[Employees & PayrollTasks == _—_Employees — | Ee 
—— —— - L — —— — _ Sond] 
we | [Empiovee =) b, _ st Name [Telephone spay Method 
| B 4 : a lACHESTER A ___Jmanda 404-555-7447 Hourly - Hours 


ADUKE . AY 770-555-3349 Hourly - Hours 

natin 770-555-4558 Hourly - Hours 
Alex 404-555-1654 Hourly - Hours 
Brandon 770-555-7205 Hourly - Hours 
- 770-555-0084 Hourly - Hours 


Employees USCIS  . 10995 4 Setup 4 


tie 770-555-0027 Salary 
and Expense 770-555-6448 Salary 
Tickets 4 onrad 770-555-9881 Hourly - Hours 
’ olista 770-555-5648 Hourly - Hours 
VE Beck Dorothy 404-555-5668 Hourly - Hours 
4 = a a DCARTER Carte Drake 770-555-4178 Hourly x 
~ ami int =* ainiamiatad 
Pay ; Direct ~~ Payroll 1099 Vendors __--~————S~S View Detail 
Employees « Deposit 4 Checks 4099 Vendor Ic 909] c. a) Telephone 1 Last Payment Amt 
DANIE SS 770-555-1126 $335.50 
Tree Surg 770-555-4154 
i) \ 
Yoid 
Reports Forms 4 Checks 


Recently Used Empk 


Payr 


Tax Liability & 


The Employees & Payroll Navigation Center displays information 
and access points related to the company's employees. It is 
organized into five sections. 


a. Employees & Payroll Tasks: The flowchart shows how Peachtree 
processes payroll. 


b. Employees: The employee list is shown. 


c. 1099 Vendors: These are vendors who receive 1099’s from 
Bellwether Garden Supply. 


d. Recently Used Employee Reports: This section includes links to 
payroll reports. 


e. Peachtree Solutions: These links include Peachtree’s third-party 
suppliers. 
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2. Click | Employees 4 | New Employee. The Maintain Employees & Sales 
Reps window appears. 


a Maintain Employees & Sales Reps _ ee ee a re 
File Edit GoTo Window Help 


@ Close a x a % De te i ChangeID Rev Y ace a o Icon bar 


faintain Employee es & S ale os Reps 


~ yee 
Sales R&p 


> oh — ® Radio button Ss 


General | Additonal info | Pay Info | Withholding Info | Vacation/Sick Time | Employee Fields | Company Ficicts 


@ The icon bar at the top of most windows shows graphical 
representations of commands or functions that are accessible from 
the window. 


® Drop-down lists: Click on the down-arrow to see lists. On the 
Maintain Employees & Sales Reps window, employee IDs are 
shown. When you are in the text portion of the field, the cursor 


changes to an I-bar and a question mark BREA. Type a question 
mark <?> in the field, or click the right mouse button, to display 
lists. 


® Radio Button or Option Button: These buttons allow you to 
select one by clicking with the mouse or using the space bar. The 
default is Employee shown by the radio button next to Employee. 
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@ Tabs are common to most PCA windows. | hey provide a subtitle 
to the various windows that store and organize information. Here, 
for example, the information you can choose to track is subdivided 
into categories: General, Additional info, Pay Info, Withholding 
Info, Vacation/Sick Time, Employee Fields, and Company Fields. 


© Text fields are rectangles or fields where inormation is typed. 


Adding Yourself as an Employee 


Follow these steps to add yourself as an emp oyee. 

1. Type an Employee ID code for yourse!! in (he Employee ID field. For 
example, type CYACHT (type the firs (n//a/ of your first name and 
your full last name in all capital letters); and press <Enter>.'* 

2. In the Name field, type your first name, press <Enter>; type your 
middle initial, if any, press <Enter>, tien ‘ype your last name. Press 


<Enter> five times.'° 


In the Address field, type your street acdress. There are two lines so 
you can enter an ATTENTION line or P.O. Box, if necessary. If you 
are using just one line for your address, press <Enter> two times to 


go to the City, ST, Zip fields. 


In the City, ST Zip field, type your city, state (two-digits), and zip 
code, pressing <Enter> after each. 


None of the other information is required. You work with the other 
fields in Chapter 15, Payroll, Employees, and Account 


Reconciliation. Click b=] Your Employee ID is highlighted. 


To check that your Employee ID has been added, click on the down- 
arrow in the Employee ID field. 


‘All ID codes are case-sensitive which means that cyacht and CYACHT are 
considered different codes. Capital letters sort before lowercase letters. 


'SYou can use <Enter> or <Tab> to move between fields. Use <Shift>+<Enter> or 
<Shift>+<Tab> to move back a field. You can also hold the <Alt> key and press the 
underlined letter of a text box to move between fields. 
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6. Click to return to the Employees & Payroll Navigation 
Center. 


BACKING UP CHAPTER 1 DATA 
Follow these steps to back up Chapter 1 data: 


1. From the Navigation Bar, click [is company ; link to Back 


up. Make sure that the box next to Include company name in the 
backup file name is unchecked. 


Back Up Company 


This process will back up your company data and customized forms. 


| Remind me when I have not backed up ele + day(s) 


; Local Backup Settings 
npany name in the backup file name 


Include attachments in the be 
Protect your data from PC failures. Free Oriline Backup for 1 year. 


Help 


Back Up Online| Close Close _ 


2 Click |_Backue__ | 


3. Save to the default location; or, if you are backing up to a network 
drive or external media, make the appropriate selection in the Save 
in field.'* Type Chapter 1 in the File name field. Compare your Save 
Backup for Bellwether Garden Supply as window with the one shown 
on the next page. 


'" If you are having difficulty backing up to USB media (thumb or flash drive), refer to 
Appendix A, Troubleshooting, pages 771-772—Problem Backing Up to USB Drive or 
Other External Media. 
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‘» Save Backup for Bellwether Garden S 


Default location c 
using USB drive 
(1) §. KeysBackup drive letter 
+. LETTERS 
bgs.ptb 
company.ptb 


File name: Chapter 1 


Save astype: {Peachtree Backup (* ptb) 


5. When the window prompts that This company backup will require 


approximately 9.83MB, click Lo]. When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 1. 


Read Me: Problem Backing Up to USB Drive 


OO Y If you encounter difficulties backing up to a USB drive, backup to your 
desktop first. Then copy the backup file from your desktop to a USB drive. Refer to 
Appendix A, Problem Backing Up to USB Drive or Other External Media, pages 
771-772 for detailed steps. 


6. Continue with the next section, Exporting Peachtree Reports to 
Microsoft Excel. 
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EXPORTING PEACHTREE REPORTS TO MICROSOFT EXCEL 


On pages 42-43, you added yourself as an employee of Bellwether 
Garden Supply. To see an Employee list and export the list to Excel, 
follow these steps. In order to export reports to Excel, you need Excel 
2002 or higher. In this example, Excel 2007 and Windows 7 are used. 
Your steps may differ slightly. 


1. From the Navigation Bar, select Employees & Payroll. In the 
Recently Used Employee Reports section, link to View All 


Employees & Payroll Reports. The Select a Report or Form window 
appears. Select Employee List. 


ie Selecta Report or Form 
Fle Edit GoTo Window Help 


Reports i Forms L 


&& Accounts Receivable r 2 = 

|| 8 Payroll: Employee Information and Earnings 
© Accounts Payable ? — a <3 
|) Current Earnings Report 0 


Wi Payroll Bi Employee List Employee addiase, soa se aurity number, federal filing status, and pay type. 
i© General Ledger | Exception Report 

©) Financial Statements |.) Payroll Check Register 

es sone |) Payrolt Journal 


i) Payroll Register - the selected date range 
[B Job Reports 
\2) Payroll Tax Report the int of tax for a specifie 
%E Account aaa 2) Quarterly Earnings Report 

5 Time/ Expense Reports |) Tax Liability Report djustec ithheid, and Habit 
=e Company Reports | |) Vacation and Sick Time Report 


Lo Yearty Earnings Report etailed ack for the entire year-to-date {by employse 


i Report Groups 


2. On the icon bar, select Send To; then select, Excel. 
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4. The Copy Report to Excel window appears. Accept the File option, 
Create a New Microsoft Excel workbook. !n the Report header option 
area, select Show header in Excel worksheet. 


Copy Report to Excel 


-Excel options —— 
|” Use freeze panes (headers and labels are visible) 


[ Enable automatic colurnn filtering (Auto-filter) 


Report layout option -— “~~ - 


(C Peachtree report layout (¢ Raw data layout 


Example: — ge 
ALORED 


Aed Sulders ine 


5. Glick L« | The Copying Employee List to Excel window 


appears. When the Bellwether Garden Supply Employee List 
displays, check that your name has been added to the list of 
employees. 


6. Save the Excel worksheet. Use Chapter 1_Employee List.xIsx as 
the file name. (If you are using Exce! 2003 or earlier, the file 
extension is .xls.) The workbook on the next page shows the 
author's name in the list. Your name should be shown. 
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Bellwether Garden Supply 
Employee List 


4 Filter Criteria includes: Report order is by ID Looe Se Paes 
5 Employee ID Employee Address line 1 Address line 2 ___ City ST ZIP __ 
6 ACHESTER AmandaW. Chester 4599 West Paces Ferry tlanta 


Masked SS No Fed Filing Statu 
XXX-XX-1337 Single 


7 ADUKE AIL. Duke 3905 Alpharetta Hwy XXX-XX-1134 Single 
8 AHECTER Anthony H. Hecter 67 Lenox Rd \ilanta XXX-XX-5656 Single 
9 AKORNEL Alex C. Kornel 847 Clairmont Road Atlanta XXX-XX-8778 Married 
iQ BHUGLEY Brandon A. Hugley 920 Gainesville Hwy XXX-XX-8991 Marned 
11 BKERR Bob G. Kerr 1066 Gwinnett Drive 3004 XXX-XX-8992 Single 


12 BNUNNLEY Brandee M. Nunnley 2777 Sweetwater Trail XXX-XX-6894 Marned 
13. CLELAND Charlene M. Leland 834 Chamblee Tucker R XXX-XX-6555 = Married 
14 CLIPPER Conrad C. Lipper 588 Hammond Dr hambiee 30341 XXX-XX-2331 Married 
15 CSWINTON__ Colista A. Swinton 36 Piper Lane uth, GA 30155 XXX-XX-8997 Married 


6 CYACHT Carol Yacht 


093 


Single 
17 DBECK Dorothy L. Beck 3743 North Druid Hills R anta, GA 30325 XXX-XX-7745 Married 
18 DCARTER Drake V_ Carter 1679 Chattahoochee Lai ywery Branch, GA 30!XXX-XX-8990 Single 
19 DCROCKER _ Dennis V. Crocker 3222 Sidney Marcus Blv \tiant A 30319 XOXOX-XX-8526 Single 


20 DGROSS Derrick P, Grass 1264 Oak Lane awrenceville, GA 3024 XXX-XX-7746 Married 
21 DNOVA Duncan S. Nova 212 Landing Lane Nore 5 093  XXX-XX-9113 Single 
22 EADKINS Elliot U. Adkins 11475 Lakefield Drive uth, GA 30155-1511 XXX-XX-8554 Single 
23 GCHAPPLE _ Griffin E. Chapple 8265 Champlain Ave umming, GA 30028 XXX-XX-5761 Single 
24 GGARDNER _ Giovanni V. Gardner 4328 Old Peachtree Rd t ss, GA 30093 = XXX-XX-2594 Married 
25 GKELLOGG _ GaryA Kellogg 522 Neese Road NVoodstock, GA 30188 XXX-XX-6931__ Married 


7 Exitexeek 
MANUAL VS. COMPUTERIZED ACCOUNTING 


Because there are differences between manual! and computerized 
accounting systems, notice in several instances that the procedures used 
in PCA are slightly different than those outlined in the steps of the manual 
accounting cycle. The steps of the manual accounting cycle shown in 
most accounting textbooks differs slightly from PCA’s computer 
accounting cycle. 


The differences between the Manual and Computer Accounting Cycle are 
shown on the next page. The first step of the Computer Accounting Cycle 
is setting up a new company, which includes the option for selecting a 
Chart of Accounts. Starting with Chapter 9 you will set up 11 companies 
from scratch. In Chapters 1-8 you work with the two sample companies 
that are included with PCA. 


The Manual Accounting Cycle does not include creating a new company. 
In manual accounting, the chart of accounts is the same as the accounts 
in the general ledger. 


Step five of the manual cycle shows a worksheet. There is no worksheet 
in the computerized cycle. In PCA you can complete account 
reconciliation. Account reconciliation automates bank reconciliation. 
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Another important difference is that in the Computer Accounting Cycle, 
the adjusting entries are journalized and posted before printing the 
financial statements. 


In the computerized cycle, Step 10, change accounting periods, is similar 
to closing the month manually except that the temporary accounts 
maintain balances so a post-closing trial balance is not available. PCA 
tracks income and expense data for an entire year. At the end of the 
year, all revenue and expense accounts are closed to equity. In all 
Peachtree companies (including sole proprietorships), a retained 
earnings account is needed so that posting to the general ledger can be 
done. 


MANUAL ACCOUNTING CYCLE PCA’s COMPUTER ACCOUNTING CYCLE 


1. Analyze transactions. 1. Create anew company or restore A New 
Company. 

2. Journalize entries. 2. Analyze transactions. 

3. Post to the ledger. 3. Journalize entries. 


Print general ledger trial balance 
unadjusted). 


a: 
Prepare financial statements: 6. Account reconciliation: reconciling the 
income statement, statement of bank statement. 
changes in owner's equity, and 
balance sheet. 


Adjust the ledger accounts: 
journalize and post adjusting 
entries. 


Journalize and post adjusting entries. 


Close the temporary accounts: 
journalize and post the closing 
entries. 


Print the general ledger trial balance 
(adjusted). 


Print financial statements: balance sheet, 
income statement, statement of cash 
flow, and statement of changes in 
financial position. 


10. Reverse entries (optional). 10. Change accounting periods. 
11. Interpret accounting information 


9. Prepare post-closing trial balance. 
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INTERNET ACTIVI Ys 
The Internet is a global system of interconnected computer networks that use 
the standardized Internet Protocol Suite (TCP/IP), serving billions of users 
worldwide. It is a network of networks that consists of millions of private and 
public, academic, business, and government networks that are linked by 
copper wires, fiber-optic cables, wireless connections, and other technologies. 
The Internet carries a vast array of information resources and services, most 
notably the inter-linked hypertext documents of the World Wide Web (WWW) 
and the pier to Bupport electronic ea To read more about the 


1. | Go online to www. peachtree. com. Realoct t the > Company tab, then 
Newsroom. Link to In the news. ee 

2. From the In The News page, select two Jinks. Using a word processing 
program, write an essay about each site =e selected. Remember to 
include the website address of each link. Your summary of each site 
should be no more than 100 words or less than 75 words. 

3. From your Internet browser, go to the texitbook’s website at 
www.mhhe.com/yacht2011. Link to Student Edition. 

4. | Inthe Choose a Chapter field, select Chapter 1. Observe that the 
Quizzes and More Resources list includes additional activities. In the 
Course-wide Content list, link to Internet Activities; then Part 1 Internet 


Activities for Chapter 1-8. Select | — J. 
Complete the first activity, ACCOUNTING MONOPOLY AND 


ACCOUNTING CROSSWORD PUZZLES ~— Chapter 1. Accounting 
Monopoly is a group activity. There are over 50 interactive crossword 
| puzzles that focus on specific accounting topics and terminology. 


SUMMARY AND REVIEW 
Complete the following end-of-chapter activities: 


Going to the net, pages 49-50. 
True/make true questions, pages 50-52. 
Exercises 1-1 and 1-2, 52-54. 

Analysis questions, page 54. 

Chapter 1 Index, pages 55-56. 


GOING TO THE NET 


et Ss 


Comment: 


The textbook website at www.mhhe.com/yacht2011 has a link to Textbook Updates. 
Check this link for updated Internet Activities and Going to the Net exercises. 
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Access the Welcome to Careers in Accounting website at 


http://www.careers-in-accounting.com/. 


Read the article Welcome to Careers in Accounting. (Going to the Net 
links are on the textbook website at www.mhhe.com/yacht2011; link to 
Student Edition, select Chapter 1.) 


1. List four activities that accountants engage in (not including 

recording transactions and preparing financial statements). 

2. Approximately how many people join public accounting firms each 

year? 

3. What key factors contribute to being hired as an accountant? 
True/Make True: Write the word True in the space provided if the 
statement is true. If the statement is not true, write the correct answer. 

1. If the menu bar shows an underlined !etter, hold down the <Ctrl> key 


and that letter to make a selection. 


2. Peachtree’s Restore Wizard allows you to restore existing 
companies only. 


3. Peachtree’s modular design is similar to other accounting software 
applications. 
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4. When a Peachtree company is open, the name of the company is 
displayed on the title bar. 


5. In this book, angle brackets are used to indicate individual keys on 
the keyboard; for example <Tab>. 


6. You can close the application you are working with by single clicking 
il 


with the mouse on the close button (231), 


7. The Business Status Navigation Center is also called the dashboard. 


8. In PCA, some icons are common to all windows while other icons 
are specific to a particular window. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


52 Chapter 1 


eee 


9. The Navigation Bar is located at the bottom of most Peachtree 
windows. 


10. The extension used for Peachtree backups is .x!sx or .xls. 


Exercise 1-1: Follow the instructions below to complete Exercise 1-1: 
1. Start PCA. Open the sample company, Sellwether Garden Supply. 


2. Follow these steps to restore your data from the end of Chapter 1: 


a. From the Company page, link to Resiore. (The backup file was 
made pages 43-44.) 


b. The Select Backup File window appears. If the Location field is 
correct, Wi a or, if your backup file resides ina 


different location, follow the steps in the Read Me box below. 


Read Me: 


ae Browse 
If your back up file is located on external media, click [Browse | 


then follow these steps. 
1. The Open Backup File window appears. !n the Look in field, select the 
appropriate location of your backup file. 


2. Highlight the Chapter 1.ptb file. 
: ea Next 
3. Click Fea ae | then | Continue with step c. on the next 


page. 
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c. From the Select Company window make sure that the radio 
button is next to An Existing Company. The Company name field 
shows Bellwether Garden Supply; the Location field shows 
C:\Sage\Peachtree\Company\Sample\PCW\BCS\Chapter 1.ptb 
(or the appropriate location on your computer). Click Le] 

d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click Lnzaee 


e. The Confirmation window appears. potas the From and To fields 


to make sure they are correct. Click L_Firish J. When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. 

f. If necessary, remove the externa! media. 


3. Continue using PCA and complete Exercise 1-2. 


Exercise 1-2: Follow the instructions below to complete Exercise 1-2: 


1. Add Janice Woods as a new employee. 


Employee ID: JWOODS [use all caps] 

Name: Janice Woods [use upper and lower case] 
Address: 5301 State Street 

City, ST Zip: Norcross, GA 30093 


2. Print the Employ ee List. ; 


Employees 


| Employee ID Last Nam First Name ‘Telephone 1 Pay Method | + 


Ay Emelyeer 3 Pare 
Select = | ACHESTER heste Amanda 404-555-7447 Hourly - Hours! _ 
ABUKE Duke Al 770-555-3349 Howry Hours ~ 
In the Employees area, link me — Se oy tra 


to View Detailed List. 


3. Click [B Print] then make the selections to print. If necessary, click on 
Employee ID to display the list in alphabetical order.) 


4. After printing the Employee List, close the Employee List window. 
5. Follow these steps to back up Exercise 1-2: 


am Clicking Js. 


be Chek 


| link to Back up. 
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c. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Exercise 1-2 in 


the File name field. 

d. Click LS] 

e. When the window prompts that a company backup will require 
approximately 9.84MB, click . When the Back Up 


Company scale is 100% complete, you have successfully backed 
up to the current point. You are returned to the menu bar. 


Read Me: Problem Backing Up to USB Drive 
QO) If you encounter difficulties backing up to a USB drive, backup to your 
desktop first. Then copy the backup file from your desktop to a USB 


drive. Refer to Appendix A, Problem Backing Up to USB Drive or Other External 
Media, pages 771-772 for detailed steps. 


6. Export the Employee List to Excel. Save. Use Exercise 1- 
2 Employee List.xlsx as the file name. Refer to step 2, p. 53, for 
the Employee List. Click Send To Excel to Create a new Microsoft 


Excel workbook. (If you are using Excel 2003 or lower, the file 
extension is .xls.) 


7. Export the Chart of Accounts to Excel. Use Exercise 1-2_Chart of 
Accounts.xlsx as the file name. (Refer to pages 18-19 for 
displaying the chart of accounts.) 


Check your figures: Account No. 10200, Regular Checking 
Account: $23,389.83. 


pages 45-47, Exporting Peachtree Report Data to Microsoft Excel. To export two Peachtree 


Comment: If your instructor would like Peachtree reports attached for grading purposes, see 
reports to one Excel file, see pages 88-89. 


8. Exit Excel and Peachtree. 


ANALYSIS QUESTIONS: 


1. How many menu bar selections does Peachtree Complete Accounting 
2011 have? List the menu bar selections that are available. 


2. What is the Navigation Bar? Briefly describe its function. 
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LEARNING OBJECTIVES 


1. Restore data from Exercise 1-2. (This backup was made on pages 
53-54.) 

2. Enter a purchase order. 

3. Apply receipt of inventory to existing purchase order. 

4. Enter and post a vendor invoice in the Purchases/Receive Inventory 
window. 


5. Go to the Payments window to pay a vendor. 

6. Print a check in payment of the vendor invoice. 

7. Adda Terms column to the Vendor Ledgers report. 

8. Analyze payments and vendor credit memos. 

9. Export the Vendor List and Vendor Ledgers to Excel. 
10. Complete the Internet Activity online at www.mhhe.com/yacht2011. 
11. Make two backups and save two Excel files. ' 


Chapter 2 explains how Peachtree works with vendors. The first thing 
; de ¥Yendors & Purchases ‘ ; 
you do Is select es from the Navigation Bar to go to 
the Vendors & Purchases Navigation Center. 


When Bellwether Garden Supply orders and receives inventory from 
vendors, Account No. 12000, Inventory, is debited. Accounts Payable 
and the vendor account are credited. 


Vendors offer Bellwether a purchase discount for purchase invoices 
paid within a discount period. Purchase discounts are cash discounts 
from vendors in return for early payment of an invoice; for example, 2% 
10, net 30 days. If Bellwether pays an invoice within 10 days, they can 
deduct two percent from the invoice amount. In Peachtree, the purchase 
discount is entered when the vendor is paid. If the payment is not made 


‘Refer to the chart on page 2 for the size of backups and saved Excel files. 
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within 10 days, the full invoice amount is paid within 30 days. In this 
chapter, you learn how PCA handles accoun's payable transactions with 


vendors. 

GETTING STARTED 

Follow these steps to start PCA: 
1. Start Peachtree. 


2. Open the sample company, Bellwether © 
startup window, there are two ways to ©! 


=» Open an existing compan, 


a. Clickk 


Supply, { 


b. Or, in the Other Tasks list, select = 


Bellwether Garden Supply, 


In this textbook, it is assumed Bellwethe: 


when Peachtree 2011 was installed. Be!llwe! 


C:\Sage\Peachtree\Company\Sample\FrC 


Files Location and Company Data Files _ocat 


Management, pages xvii-xviii.) BCS is th: 
Peachtree assigns to Bellwether. If the B¢ 


arden Supply. From PCA’s 
1 Bellwether: 


/ select Bellwether Garden 


a sample company; 


or, press <Enter>). 


en Supply is included 

-s hard drive location is 
/\BCS. (Hint: Your Program 
ion may differ. Refer to File 


shortened named that 
/S folder was deleted, you can 
restore the file from your backup. Refer to | 
The Restoring Data from Exercise 1-2 secti 
can be opened from Peachtree’s startup wir 


1e Read Me box on page 29. 
on below assumes Bellwether 


4 


1aOW. 


RESTORING DATA FROM EXERCISE 14-2 


On pages 53 and 54, Exercise 1-2 is bac ke 
where you left off, restore the Exercise 1- 


d up (saved). In order to begin 
2.ptb file. Restoring allows you 


to start where you left off at the end of Chapter 1. 


Follow these steps to restore the Exercise 


Company 
1. From the Navigation Bar, saeco a 


1-2.ptb file. 


Restore. (The Exercise 1-2 backup file was made pages 53-54.) 
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Sere cose 


2. The Select Backup File window appears. If the Location field shows 
Se aa 1-2.ptb (or 
Next > 


your default location), click ul. /f your backup file is located 
on external media, read the information in the Read Me box below. 


Read Me 


ae : Browse 
If your back up file is located on external media, click [Browse | 


then follow these steps. 


a. The Open Backup File window appears. !n the Look in field, select the 
appropriate location of your backup file. 


b. Highlight the Exercise 1-2.ptb file. 
C. Click [tn | then [tee] Continue with step 3 below. 


3. From the Select Company window make sure that the radio button 
next to An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 
C:\Sage\Peachtree\Company\Sample\PCW\BCS; or, your company 
data files location. (Hint: Look at your title bar, it should show 
Bellwether Garden Supply - Peachtree Accounting.) Click 

Next > 


4. The Restore Options window appears. Make sure that the box next 
to Company Data is checked. Click WS 


5. The Confirmation window appears. Check the From and To fields to 


make sure they are correct. Click [Finish | When the Restore 
Company scale is 100% complete, your data is restored and you are 


returned to the Company Navigation Center. (If necessary, remove 
external media.) 


Eel To make sure you are starting in the appropriate place in the data 
(Exercise 1-2 backup), displa the Employee list. (Hint: From the 


ce, 
- : 2, Employees & Payroll 
Navigation Bar, select L® a wai | In the Employees 


area, link to View Detailed List. Your name and JWOODS should 


appear. You added yourself as an employee on pages 42-43, and 
added JWOODS in Exercise 1-2, pages 53-54.) 
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ACCOUNTS PAYABLE SYSTEM 


Peachtree’s Accounts Payable System provides the summary 
information needed for the entry that credits Accounts Payable and debits 
the various asset and expense accounts that: the vendor invoices 
represent. Since Bellwether Garden Supply buys on credit from a number 
of vendors, the company keeps close track of the amount owed and the 


due dates of the bills. 
Vendor transactions are a five-step proce: 


1. Maintain Vendors: Set up a new vencc 


2. Purchase Orders: Order items from o iwether’s vendors. 
3. Purchase Invoices: Receive invento! services from one of 
Bellwether’s vendors. Apply a purcias: »¢ to a purchase 
invoice. 
4. Payments: Pay a vendor or record a cash purchase. (PCA also 
includes vendor credit memos.) 
5. Print Checks: Print a check for payment to a vendor or for 
expenses. 
Before you begin adding accounts payab! isactions, examine the 
Vendors & Purchases Navigation Center. follow these steps to do that. 
Lnds | ‘ endors & porches 
1. From the Navigation Bar, select si _|. The 
Vendors & Purchases Navigation Cenier appears. Vendors & 
Purchases illustrate Peachtree’s accounts payable module or 
accounts payable system. The Vendors & Purchases Navigation 
Center includes Vendors & Purchases | asks and its workflow 
diagram, Vendors, Recently Used Vendor Reports, Aged Payables, 


and Peachtree Solutions. 


Modules organize Peachtree’s transaction windows and reports. 
When the Navigation Bar’s Vendors & Purchases selection is made, 
Peachtree’s accounts payable system is shown. The menu bar 
selections, Tasks and Reports & Forms, are also organized by 
module; for example, the Reports & Forms menu includes Accounts 
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Receivable, Accounts Payable, Genera! Ledger, etc. Compare your 
Vendors & Purchases Navigation Center with the one shown. 


@ Hide |G Refresh “Bp System Date: 03/15/11 H Period 3 - 03/01/11-03/31/1: 


Vendors & Purchases Tasks _ Vendors [ie View Detailed List 
Vendor ID Vendor Name Telephone 1 v0 | 

© ea ig ABNE ind Son Contractors 778-555-0000 _ 575,00 

dt P i dh AKERSON : Distribution 678-555-1279 SL 5 
Write a ~ - ~ oe a = re | 
Vendors 4 Checks 4 1099s 4 ae ph ew Aas rhe ES 
3 | 
pers Time Kei ic y | 
Purchase and Expense DEULIF $ : i 
Orders Fr Tickets 4 ’) 
i 


0 endl 


A ee 

i. we | wad WKI 

Enter Pay » Electronic HUBBAF 
Bills A Bills A Bill Pay 4 


@ S| | &B 
Void Credits and 
Checks Returns, Reports Recently Used Vendor Reports 


Peachtree Solutions 


Checks & Forms 


The Vendors & Purchases Navigation Center displays information 
and access points related to the company’s vendors. It includes a 
summary of vendor information, access to recently used vendor 
reports, and an overview of the company’s aged payables. In 
addition, the Navigation Center shows the flow of vendor-related 
tasks. You can also link or drill down to various areas. 


2. In the Vendors area, click ABNEY. The Maintain Vendors window 
appears with information about Abney and Son Contractors. 


Close 


3. Click 4 to return to the Vendors & Purchases Navigation 


Center. 
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The Purchase Order Window 


Purchase orders are used to place an order from a vendor. When you 
post a purchase order, you do not update accounting information. A 
purchase order is used to request items from a vendor. When the Apply 
to Purchase Order tab is selected on the Purchases/Receive Inventory 
window and the transaction is posted, accounting information (inventory, 
accounts payable subsidiary ledger, general ledger) is updated. 


Changing Global Settings for Accounting Behind the Screens 


Peachtree is a double-entry accounting system. There is a selection in 
Options/Global that allows you to hide general ledger accounts. This is 
called Accounting Behind the Screens. The PCA windows in this book 
show the general ledger accounts. To check the Accounting Behind the 
Screens settings, follow the steps shown below. 


1. From the menu bar, click Options, then Global. The Accounting tab 
is selected. The boxes in the Hide General Ledger Accounts section 
must be unchecked. (If necessary, click on the boxes to uncheck 
them.) 


Hide General Ledger Accounts 


[ Accounts Receivable (Quotes, Sales Orders. Invoicing, Credit Memos, Receipts) 
[ Accounts Payable (Purchase Orders, Purchases, Credit Memos, Payments] 
[ Payroll Entry 


2. Observe that two boxes need to be checked in the Other Options 
section: Warn if a record was changed but not saved and 
Recalculate cash balance automatically in Receipts, Payments, and 
Payroll Entry. Make sure both of these Other Options boxes are 
checked. 


Other Options 


IV War if a record was changed but not saved 

[Hide inactive records 

IV Recalculate cash balance automatically in Receipts, Payments, and Payroll Entry 
! Use Timeslips by Sage Accounting Link 
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3. Click on the General tab. Make sure your Line Item Entry Display 
has 2 Line selected; and that the Smart Data Entry area has all three 
boxes checked. 


Line Item Entry Display 


™ 1Line  2Line 


Smart Data Entry 


lV Automatic field completion 


I¥ Drop-down list displays automaticall 


4. cick 


5. From the Vendors & Purchases Navigation Center, select 


| Orders 
displays. 


iS Purchase Orders Pe . eS ee : a = [do] x| 


: ~ eS tp 7 2 
g = fa ae} a) ied 
Kote icsmal~Event- = Layout Reports Help 


oS" as - : Purchase | 


Ship to: pres a Date:| Mar 15, 2011 =] ‘ 
Name Good thru:| Apr 14, 2011 [=] 


PO Wo.: 


CO close Po 
O Drop ship 


Customer SO No. Customer invoice No. Discount amount Terms Ship via A/P account 


li | ls fione 


Quantity Received 


Purchase order total: 
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If your Purchase Orders window does not show an A/P Account 


AJP Account 
20000 ¢ ¢ 
lookup field ee 2 Gi Account L: =ssenlee 


option to hide general ledger accounts is selected. Uncheck the 
Hide General Ledger Accounts boxes in Options; Global. (Hint: 
See the instructions on pages 62-63 steps 1-4, for changing the 
global settings. ) 


6. Your cursor is in the Vendor ID lookup field. Type A (use capital A). 
ABNEY displays in the lookup field. 


actors 555-0000 
Akerson Distribution 578-555-1279 
Caldwell Tools Company 700-555-7130 
Cline Construction, Inc 70-555-8546 
Clooney Chemica! Sup 404-555-0899 
Cloudet Property Management 404-555-9699 
Daniel Lawn Pro, Inc 770-555-1126 
DeJulia Wholesale Suppliers 404-555-1500 

AREVENUE Georgia Department of Revenue 404-555-0900 

ARY Gary, Wilson, Jone: Smith 04-555-8000 

WINLICENSE Gwinnett County 5O0ar 

VJTINVA/A aaa nett Coi = 

v ”» 1; . 

OK Find Wee New Sort Help 


Comment 
If the Vendor ID field is not completed, the Automatic Field Completion option is not 


selected. Click Options, then Global. Click on the General tab. In the Smart Data 
Entry section, make sure that a check mark is placed next to Automatic field 


completion. Click si when you are finished. 


7. Click on the Date field. Highlight the date, then type 28 and press 
<Enter>. Your cursor moves to the Good thru field. Press <Enter> to 
accept the default. Your cursor moves to the PO No. field. 


8. Click on the Quantity field. Type 20 as the Quantity. If necessary, 
refer to the Comment on the next page. 
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Comment 


If 20.00 does not display in the Quantity field, click Options; Global. Make sure that 
the Decimal Entry shows Manual; and that the Number of decimal places is 2. 


Accounting General Peachtree Partners 


Decimal Entry 


C Automatic Quantity fields 


Standard fields 


9. Press <Enter>. Your cursor is in the |tem field. 


10. Click once on the magnifying-glass icon in the Item field. Click 
AVRY-10150 Bird Bath - Stone Gothic 2pc. The Description field is 
automatically completed with detailed information. 


11. Press the <Enter> key and your cursor moves to the GL Account 
field. Notice that Account No. 12000 is automatically selected. 
Account No. 12000 is the Inventory account. The word Inventory is 
also displayed on the line below the Description. (Hint: If Inventory is 
not shown, refer to step 1, page 62.) 


12. Press the <Enter> key to go to the Unit Price field. The Unit Price of 
51.95 automatically displays. 


13. Press the <Enter> key to go to the Amount field. Peachtree 
calculates the quantity times the unit price and enters the result in 
the Amount field (20 X $51.95 = $1,039.00). 


14. Press the <Enter> key to go to the Job field. The Job field is also a 
lookup field. It contains a list of the jobs and their descriptions. 
Since Bellwether does not apply this purchase to a job, press the 
<Enter> key to skip this field. Complete the following information: 


Quantity: 50 
Item: AVRY-10100 - Bird House Kit 
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‘®* Purchase Orders 


: . ey = i im (tial = 1 
pi acer Note ~— ouirial ~=—-Event. «= Layout. Repos & 


Gercorms[aner Ld) 


Remit to: Mail To ey 


Abney and Son Contractors ipply 


Good thru] Apr 27, 2011 [=y] | 


Suite 2 es OC close Po 


3280 Park Lane 


Smyrna GA | 30080 Paar | 30093-3203 | C1 Drop ship 
USA A a | 
Customer SO No. Customer invoice No. Discount amount Terms Ship via A/P account 


Ttem Description GL Accor 
avRy-10150 | Catalog #811315: Bird Bath | 12000 


went 


AVRY-10100 


3,834.00 
Vendor balance on Mar 28, 2011 [>] 75.00 


When you selected Abney and Son Contractors, the Vendor Account 
Balance as of March 28, 2011 also appears on the lower left side of 
the Purchase Orders window. You can drill! down to Abney and Son 


Contractors vendor ledger by clicking on the right arrow (24) in the 
Vendor Balance area. 


Observe that the icon bar also includes a Reports | 
Click on the down-arrow next to the Reports button. 
pirat Event Layout / Reports 
Buyer Report [fs 
Inventory Stock Status Report 
Items Purchased from Vendors 
Job Ledger 
Vendor Ledgers 


= 


15. Click Jounal | The Accounting Behind the Screens, Purchase Order 
Journal window displays. Compare your Accounting Behind the 
Screens window to the one shown below. This window shows that 
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Account No. 12000, Inventory, was debited for two items and that 
Accounts Payable was credited. (The vendor account, Abney and 
Sons, is also credited.) 


eu 


Date. Mar28, 2011 Gil accounts we updated only when 
PO # Hems of the putchase order He 
: received. 


Purchase Order Journal 


Credit 


12000 Catalog #811315: Bird Bath-S 


Assembled Redwood 12-Room Bird 
20000 Accounts Payable / 3,834.00 


Coots Peyeaole 


oe t 
162 Cliek Fai You are returned to the Purchase Orders window. 


Printing Purchase Orders 


When you select _I, PCA prints the purchase order and posts it to 
the purchase order journal. Follow these steps to print the purchase 
order: 


1. Glick . (Or, click on the down-arrow next to Print and select 
Print Preview to display the purchase order.) 


2. The Print Forms: Purchase Orders window appears. Accept the 
default for First PO Number 101 by clicking es (If you 


selected Print Preview, there is a Print Preview button — 
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.) The purchase order starts to print. Compare your 
purchase order to the one shown below. 


onceneD6y PURCHASE 
Bellwether Garden Supply ORDER 


Norcross, GA 30093-3203 Purchase Order No: 101 
USA Date Issued 3/28/11 


Voice 770-724-4000 
Fax 770-555. 1234 


Abney and Son Contractors Bellwether Garden Supply 
3280 Park Lane 1505 Paviton Place 

Suite 2 Norcross, GA 30093-3203 
Smyma, GA 30080 USA 

USA 


| Good Thru Ship Via ae Account No. =e 
4/27/11 None BELO05 : | = 2% 10, Net 30 Days 


Quantity | Item [ : Description 
20.00 | AVRY-10150 Catalog #811315. Bird Bath - Stone Gothic 
2pc 
50.00 | AVRY- 10100 Assembled Redwood 12-Room Brd House 
on 14 ft pole. Attracts Pumle Martins 
Bluebirds and Wrens 


Authonzed Signature 
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| The purchase order form that printed is called Purchase Order. To, print a different form, 


C ere! ‘ 
click Change Form | Then, select Purchase Preprinted as the form to print. When you 


select a different form, the information is the same but the look of the form changes. 


= 
cr 

lf you displayed the report, click & | The Purchase Orders 

window is ready for the next entry. (Hint: Selecting the Print icon 

saves and posts the purchase order. If you are not connected to a 


eceive Inventory from a Purchase Order 


\fter you have entered a purchase order, the next step is to receive the 
inventory. Peachtree allows you to receive a different quantity for an item 
‘nan you originally ordered. In other words, you can receive less than or 
more than the originally ordered quantity. 


|.et’s see how Bellwether’s purchase orders match up to the inventory 
received. 


|. From the Vendors & Purchases Navigation Center, select Purchase 
Orders, View and Edit Purchase Orders. 


NO 


Double-click DEJULIA, PO No. 10300. Observe that some of the 
items are received and some are not. For example, six BGS Garden 
Handbooks (BOOK-11010) have not been received. Twelve Clay 
Flower Pot — 6 in. (POTS-30210) were received. 


PO No. 10300 is shown on the next page. 
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is Purchase Orders 


Fle Edit GoTo Window Help 


Cel Rak (pod heme. ioe 
Vendor ID: | DEIULIA Purchase 
Remit to:[Mail To Ship to:| a Date:| ERNEET eS] | 


Bellwether Garden Supply Good thru:] Mar 31, 2011 
Ss rn 
4800 Peachtree Ind. Blvd. 1505 Pavilion Place PO No.:[ 


CO Close FO 
= GA [30093-3203 C1 Drop ship 


Inventory not received 


1 transactions 


USA 


Customer invoice No. Discount amount Terms Ship via A/P account 


2.81 | 2% 1 0 Days UPS Ground v | 20000 4] 


Description GL Account Unit Price Amount 
6.00 © | BOOK-11010 | ISBN: 0004455565445 BGS Gardening Handbook | 12000 | 5.20 31.20 


12.00 6.00 | BOOK-11030 | ISBN:000788555445 BGS Vegetable Garden Primer 


BGS Yegetab 


12.00 . =ab216 Inventory 
fa : tor received 


12.00 SEFL-31100 | Catalog 


12.00 cA SEFL-31140 | Catalog #: 101024: Marigold Seeds (Mix) 


12.00 | SEVG-33100 | Catalog #:103000: Bean - Bush Seeds 


Bal 


2 


Vendor balance on Mar 1, 2011 [>] 2,663.00 


Purchase order total: 


The Received field shows items added to inventory. 


3. Select teat | Inventory Stock Status Report. The Inventory Stock 


Status Report shows the inventory items purchased from DeJulia 
Wholesale Suppliers, item class, stocking units/measures, quantity 
on hand, minimum stock order, reorder quantity, and the inventory 
location. 


4. Close the Inventory Stock Status Report. 
Apply to Purchase Order 


To see if inventory items from PO No. 10300 have been applied, follow 
these steps. 


1. On the Purchase Orders window, link to View related transactions. 


2. Double-click Purchase 22113. The Purchases/Receive Inventory 
window appears. This is Peachtree’s Purchase Journal. Observe that 
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some of the items from PO No. 10300 are shown. (The Apply to 
Purchase Order No. field shows 10300, the PO number.) 


ises/Receve Inventory 
| Fe Edt GoTo Window Help 


List & oe £ &- es irs ba ed Renee Anech He | 
vendor 10: [SEMI iS] | 
Date: 


4800 Peachtree Ind. Blvd. 


Invoice No.: 
Duluth, GA 30092 USA Beflwether Garden Supply be ues 


1505 Pavilion Place 


f 
| | Remit tor DeJutia Wholesale Suppliers Ship to: 
t 
f 
t 
H 
t 


{ UNPAID ) Norcross [ca 30093-3203 | 
USA | 


Customer SO No. Customer invoice No. Terms Ship via A/P account 


= | | 19, Net 30 Days| > [urs Ground [iy [20000 | «| 
y to Purchase Order No.: 10300 mil Apply te Purchases: 0.00 g | a 
Remaining Received Description GL Account Unit Price Amount Job | Bp 
| ISBN: 0004455565445 BGS Gardening Handbook - 4 12000 alee 5.20 : ii a x a : 
Tvencory 
6.00 | IS8N:000788555445 BGS Vegetable Garden Primer | 12600 3.20 3% 20] 
PRR IOTY 
12,00 | Catalog # P70320: Clay Flower Pot - 6 in. [i200 2.35] 28.20 | 
Catalog #: 101020: Carnation Seeds {Mix} 12000 ; 0 s5| 
| Irsentory: ue a 4 


Other payments and credits: 4.00 


| Ce Sr 
| Amount paid at purchase: 0.00] 


64.86 Invoice total 


64.80 Net due 


| 
| ¥endor balance on Mar 10, 2011 [>] 3,A96.25 


When purchase orders are applied, the transaction appears in 
Peachtree’s Purchase Journal. Click L!4"2'] to see how the 
Purchases Journal was debited and credited. When the 
Purchases/Receive Inventory window (Purchase Journal) is posted, 
the vendor, DeJulia Wholesale Suppliers, is updated in the vendor 
ledger, and the controlling account, Accounts Payable, is updated in 
the general ledger. Inventory is also updated. Close the Purchase 
Journal window. 


Observe that the Purchases/Receive Inventory window shows 
Unpaid. Also, the Invoice total and Net due fields show $64.80 (the 
items received so far). The entire purchase order was for $140.40. 
As of March 10, Bellwether has not received all the items requested 
on PO 10300. Payment will be made at a later date. 
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From the Purchases/Receive Inventory window, link to View related 
transactions to go to Purchase Order 10300. This is the same 
Purchase Orders window shown on page 70. 


. Close all windows. (Hint: From the menu bar, select Window; Close 


All.) 


The Purchases/Receive Inventory Window 


In Peachtree, the Purchases/Receive Inventory window is the Purchase 
Journal. The Apply to Purchases tab is the default. The lower half of the 
window shows fields for Quantity, Item (inventory items), Description, GL 
Account, Unit Price, Amount, and Job. Observe that the default for the 
A/P Account is 20000, Accounts Payable. The Purchases/Receive 
Inventory window looks like a purchase order. Similar to other PCA 
windows, the icon bar appears at the top of the window. 


Follow these steps to learn how to process vendor transactions. 


i® 


From the Vendors & Purchases Navigation Center, select LEils 
New Bill. The Purchases/Receive Inventory window appears. 
Observe that the Apply to Purchases tab is the default. The cursor is 
in the Vendor ID field. 


ip Purchases/Receive Inventory 
Ale Edit GoTo Window Help 


Purchase fe) 


jate:| Mar 15, 2011 (=| 


O Drop ship 
C) waiting on bill 


mt 


Ship vie AJP accor 
| [z0000 Is] 


Amount 


Other payments and credits: x 0.00 Invoice total 


Amount paid at purchase: i , ie 0.00 Net due 
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Contact: Vendor Type: | Sir > 
Account Number: | 1099 Type: Noe titi 1099 Setbngs 
*expenseAccount:[ = 
MaBing Address [~~ : Telephone 1: | TE 
City, ST, Zip: | oe . ” 2 | 
i ; Fax: 
ene : a E-mail: | a| 
Copy to Remit To Address 1 _| Woes, 
Customizable Fleis ~~ PRO mee panes pith cheer rerrses Soa ge " | 
* Office Manager : * cop only 
* Account Rep ae ° offers Delivery AS one | 
3 S 
Special Note 
Customve these heids for your business | 


Vendors 73 


To see more lines in the Quantity/Item/Description table, make the 
Purchases/Receive Inventory window larger. You can do this by 
putting your mouse on the bottom border of the window and pulling 


down. The mouse changes to a double-arrow [M31 |. With the 
cursor on the bottom border of the window, pull the window down to 
make it larger. If necessary, repeat this step on the left and right 
borders. 


With the cursor in the Vendor ID field, press the plus key <+> and 
the Maintain Vendors window appears. 


“TEs 


New “Ltist GjSave 4)Save & New 3€ Delete Change 10 RiEvent ‘ é JReports ~ | Agar s Outlook b 


Maintain Vendors 


“vendor ID: | i | »| Inactive 
Name: | 


Observe that there are four tabs on the Maintain Vendors window: 
General, Addresses, History, Purchase Info. 


Adding a New Vendor 


You are going to enter a new vendor, Anderson’s Landscaping. Since a 
coding system has already been established for Bellwether’s vendors, 
you should continue to use the same one. The coding system used has 
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uppercase letters. To be consistent, Anderson’s Landscaping will use 
ANDERSON. Notice that the name of the company is typed in all capital 
letters. What if two companies have the same name, such as, Anderson’s 
Landscaping and Anderson’s Suppliers? They could be coded as 
ANDERSON and ANDESUPPL. 


You should be consistent so that others working with the company can 
figure out what a customer or vendor code is from the company's name. 
This is accomplished when a logical, consistent coding system is 
followed. Remember codes are case sensitive which means that you 
must type either upper or lowercase letters: ANDERSON is not the same 
as anderson. 


You have choices for coding. Here are some other suggestions for 
coding Anderson's Landscaping: 


AND: the first three letters of the company's name. 


ANDL: the first three letters of a company's name, the first letter 
of the second word. 


ANDERSON: _ An alphabetic code for a company name, using the first 
word. This is the Vendor ID used for Anderson’s 
Landscaping and is consistent with Bellwether’s other 
vendors. 


Follow these steps to continue in the Maintain Vendors window: 


1. Make sure the Maintain Vendors window is displayed. Type 
ANDERSON in the Vendor ID field and press <Enter>. Your cursor 
is in the Name field. 


2. Type Anderson’s Landscaping in the Name field. 


| ®* Maintain Vendors 
Fie Edt GoTo Window Help 
@Cose iNew ~ List ejSave G Save & New $Delete Change ID US Log eters (sjReports, +f Attachments &j Outlook @ 


Maintain Vendors 


*Vendor 1D: [ANDERSON 2 | » | 
Name: Janderson's Landscaping 
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3. Press <Enter> two times. Your cursor is in the Contact field. The 
person who handles sales for Anderson’s Landscaping is Frank 
Anderson. Type Frank Anderson and press <Enter>. 


4. Your cursor is in the Account Number field. Click on the Vendor type 
field. (Skip the Account Number and Address fields.) For now, you 
are going to use only one more field in the Maintain Vendors 
window: Vendor Type. The Vendor Type field is used for classifying 
vendors. You could classify vendors as Service or Supply to indicate 
what type of goods you purchase from them. 


5. Click on the down-arrow in the Vendor Type field. Select SUPPLY. 


6. Click on the down-arrow in the Expense Account field. Scroll down 
the list. Select Account No. 57200, Materials Cost. Press <Enter>. 
When Anderson’s Landscaping is selected as the vendor, Account 
No. 57200, Materials Cost, will be automatically debited. 


-(5) x) 


f Edt GoTo Window Help 
|e Close 3 New i List tej Save Save & New. {Delete — Change 10. SiEvent .jloc Letters iaiReports ~ 9 Amachments S95 Outlook 43 


Maintain Vendors 


Contact: IFrank Anderson 


Account Number: 


lf you need to move between fields to make corrections, use the 
<Tab> key to move forward and the <Shift> + <Tab> to move 
backwards. 


7. Click on the Purchase Info tab. Notice that the Vendor ID and Name 
fields stay the same: ANDERSON and Anderson’s Landscaping. 
Also, observe the Terms and Credit are 2% net 10, 30 days. 
Purchase discounts are described on page 57. 
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| Maintain Vendors 0 ee a oo ; - (5 

Fie Edit GoTo Window Help 

@clse {New “list (elSave GSave & New Delete — Chonge 19 BiEvent + ts Reports, + i Attachments ft Qutionl Gy 
Maintain Vendors 


*Vendor ID: |ANDERSON 


Name: |Anderson’s Landscaping 


General] Addresses | History 


; Purchase Defaults Ras | - Form Options 


| Purchase Rep: | *} | Batch Delivery Method: © PaperForm © E-mail 
| Tax ID Number: - E-mai purchase rep when using batch processing to sen 


forms 


Ship Via: |None x! Customize the ship methods 


Terms and Credit 


2% net 30 days 


Use default terms 


Net due in 30 days 
Discount in 10 days 
Discount Percent: 2.00 % 
Credit Limit: $5,000.00 


8. Click , then @ close | to return to the Purchases/Receive 


Inventory window. 


Entering a Vendor Invoice 


Make sure that the Purchases\Receive Inventory window is displayed 
and that the cursor is in the Vendor ID field. Follow the steps below to 
enter the transaction. 


Date Transaction Description 


03/15/2011 Invoice No. AND107 was received from Anderson’s 
Landscaping for the purchase of Plant Food, $45. 
(Hint: Debit Account No. 57200, Materials Cost; 
Credit Account No. 20000, Accounts 
Payable/Anderson’s Landscaping. ) 


1. In the Vendor ID field, click ey Select ANDERSON, Anderson’s 
Landscaping. 


2. Observe that the date is Mar 15, 2011. You are not going to change 
the date. Click on the Invoice No. field. Tyoe AND107 and press 
<Enter>. 
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racer 


3. Click on the Quantity field and type 1 and press <Enter>. 


“. Since you are not purchasing an inventory item, press the <Enter> 
key again. 


The cursor moves to the Description field. In the Description field, 
type Plant Food and press <Enter>. 


ai 


S. |n the GL Account field press <Enter> to accept Account No. 57200, 
the Materials Cost account. 


in the Unit Price field, type 45 and press <Enter>. Compare your 
Purchases/Receive Inventory window to the one shown below. 


[ ANDERSON 
; [ANDERSO 


Purchase (Q2] 


derson's Landscaping 


Bellwether Garden Supply Invoice No.2! AND107 


1505 Pavilion Place 
Agh 


(oe __ [6A | 30093-3203 


USA 


C1 prop ship 
0 Waiting on bill 


_ Customer SO No. Customer invoice No. Terms Ship via AJP account 
[2% 18, Het 30 Days] af None v | 20000 a] 


Apply to Purchases: 45.00 
GL Account 


Description 


Unit Price 


Plant Food 


Malenals Cost 


nT 


i Other payments and credits: 0.00 45.00 Invoice total 


{ } Amount paid at purchase: 0.00 45.00 Net due 


is 
E 
¥ 


jor balance on Mar 15, 2011 [>] 0.00 


[ Comment: What if your Purchases/Receive Inventory window does not show an A/P 
Account field or GL Account field? 


You should check your settings in the Options/Global selection. Make sure that the 
boxes in the Hide General Ledger Accounts section are unchecked. These steps 
were shown on pages 62-63, steps 1-4. 
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Editing a Journal Eas Observe that the Purchases/Receive Inventory 
ist 


window includes alL_+ icon. Selecting List displays the Purchase List 
window. Then, drill down to an entry that you want to edit or change. The 
Purchases/Receive Inventory window is Peachtree’s Purchase Journal. 
The List icon is included on journal-entry windows. 


Posting a Purchase Transaction 


When you made this entry in the Purchases/Receive Inventory window, 
you debited Account No. 57200, Material Costs, which is a General 
Ledger Cost of Sales account; and credited Accounts Payable/ 
Anderson's Landscaping. ANDERSON is the vendor account. (To see 


— 


Fes 
: Journal : 


this account distribution, click ) 


Account Description 
57200 Materials Cost 45.00 en 


20000/ Accounts Payable/ 
ANDERSON Anderson's Landscaping 


Follow these steps to post this transaction. 


1. Make sure the Purchases/Receive Inventory window is displayed as 
shown on page 77. 


2. Click iB to post the vendor invoice. 


@ 
oe slick to return to the Vendors & Purchases Navigation 


Center. 
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| oc Read Me: 
| 7 
| The Vendors area on the Vendors & Purchases Navigation Center does 


| not show the vendor that | added. How do | update the list? 


The toolbar (above Vendors & Purchases Tasks) includes a [= —1 button. Click 
it. Observe that the Vendors list now includes ANDERSON, Anderson’s Landscaping 
with a $45.00 balance, which is the amount of the invoice recorded and posted on 

| pages 76-78 (Entering a Vendor Invoice; Posting a Purchase Transaction). 


PAYMENTS TO VENDORS 


VVhen you make a payment to a vendor, use the Payments window. The 
Payments window is the Cash Disbursements Journal. On pages 73-76, 
you added a new vendor; then entered and posted an invoice to that 
vendor on pages 76-78. Both the new vendor and invoice must be 
completed before a vendor payment can be made. 


Date Transaction Description 


03/17/2094 Issued Check No. 10215 to Anderson's 
Landscaping in payment of Invoice No. AND107. 


Follow these steps to pay the Anderson’s Landscaping invoice: 


12) Brom the Vendors & Purchases Navigation Center, select 


calle ; Pay Bill. Remember, to enlarge the window use the 
cursor’s s double- -arrow and pull the window to the left/right or 
top/bottom. 


There are two parts to the Payments window: the check section at 
the top; and the invoice section at the bottom. 


The cursor is in the Vendor ID field. Click on the magnifying-glass 
icon, then select ANDERSON, Anderson’s Landscaping. Look at the 
invoice section. The invoice number AND107 is shown with the 
amount that Bellwether owes to Anderson’s Landscaping. 
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2. Click on the Date field. Type or select 17. 


3. Click on the Pay box for Invoice AND107. Notice that the check 
portion of the window is completed. The amount to be paid is 44.10. 
This is the amount of the invoice less the 2% discount ($45 -.90 = 
$44.10). Compare your Payments window to the one shown below. 


‘> Payments 


Fie Edt GoTo Window Help 


Cash account 


10200 


Regular Checking Account 


Pay to the 
order of: Cash account balance 


G Prepayment 


Date Due Amount Due Description ~ Discount “Amount Paid Pay] 


CT 
re 


| 
| Discount account [89500 7 


» Troubleshooting Tip: Observe that the Check number field is 
blank. The check number is assigned when you print. Enter a 
check number if checks are not going to be printed. Checks are 
printed on pages 81-84. 


4. To see the Cash Disbursements Journal entry, click Lopeene 
the debits and credits (account distribution is shown on the next 


4 
page). Click to close Accounting Behind the Screens. 


So OHCK 
journal). 


to post the Payments window (cash disbursements 
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@ | 
6. Click to return to the Vendors & Purchases Navigation 


Center. 


VWhen you post this payment, the Accounts Payable account is debited 
for the full invoice amount ($45), which offsets the credit created when 
you entered the invoice. The cash account is decreased (credited) by the 
amount of the check ($44.10) and the Discounts Taken account is 
increased (credited) for the purchase discount ($.90). The purchase 
discounts account (Account No. 89500 Purchase Disc-Expense Items) 
was already established for Bellwether Garden Supply. 


Account Description 


| 20000/ Accounts Payable/Anderson’s 

ANDERSON _| Landscaping; Invoice AND107 45.00 

| 10200 Regular Checking Account eal 
Purchase Disc-Expense Items Ca 


| 89500 


PRINTING CHECKS 


You can print a batch of checks or print one check at a time. Since we 
have only one check to print, you are going to print an individual check. 
PCA also has special check forms to use for printing checks. These may 
be purchased from Sage Software. Since you do not have check forms, 
print the check on a blank piece of paper. 


Follow these steps to print a check: 


1. From the menu bar, select Reports & Forms; Forms, Checks. The 
Select a Report or Form window appears. 


2. Observe that the Forms tab is selected. If necessary, in the Form 
Types list, select Checks. In the Forms list, OCR AP Laser 
Preprinted is automatically selected. (If not, select OCR AP Laser 
Preprinted.) 
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Comment 


Step 2 instructs you to select OCR AP Laser Preprinted as the form to print. If this 
form does not print, select another one. The form you select is tied to the kind of 
printer you are using. Depending on your printer, you may need to make a different 
selection. 


ie Selecta Report or Form 


Credit Memos 

Customer Labels and Letters 
Customer Statements 
Employee Labels and Letters 
Purchase Orders 

Rerepinte and Nennsite 


’ Laser Preprinted 
2 reprinted Continuous 
_) OCR Multi-Purp AP Continuous 
-) OCR Multi-Purp AP Detail Cont 
-) OCR Multi-Purp AP Detail Laser 
) OCR Multi-Purpose AP Laser 


3. Double-click OCR AP Laser Preprinted. 


4. The Preview and Print Checks window appears. In the Include 
checks through field, type or select March 17, 2011. 


5. Type 10215 in the Number the first check field. 


6. In the Filter vendors by area, select ANDERSON to ANDERSON in 
the ID fields. 


7, clic een] 
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£2 Refresh ust 


Anderson's Lari Oast71 


ANDERSON 


Cash Account {iozao | 
| 
Number the first check: 710215 43 3 
| Use this form focRaP Laser Preprnted =] 


| Customize this fon 


Filter vendors by: 


ID [ANDERSON [x] to [ANDERSON [J] 


_ Print Preview | 


8. Click L_PrinvE-mall | or | Print Preview |] The check prints or displays. 


Compare Check No. 10215 to the one shown below. The top half of 
the check is shown. 


— 
AND107 SAN 14 


Anderson's Landscaping 


Check Number: Mar 17, 2011 


Forty-Four and 10/100 Dollars 


Anderson's Landscaping 
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If you print the check, a window displays asking Did the Checks print 
properly, and is it OK to assign the check numbers to the checks? 
Make sure the check printed properly and the amount is correct. 
(See the Payments window on page 80.) The check illustrated above 
shows the check stub (top portion) and check portion. When you 
print Check No. 10215, there is also a bottom portion. 


9. If needed, click and make the necessary corrections. 
Yes 


If the check printed properly, click 


10. Close the Select a Report or Form window. 

DISPLAYING THE VENDOR LEDGERS 

To display the Vendor Ledgers, follow these steps. 

1. On the Vendors & Purchases Navigation Center, Recently Used 
Vendor Reports area, link View All Vendor & Purchases Reports; 
ES 

select Vendor Ledgers, . (Or, link to View next to Vendor 
Ledgers.) 


2. The Vendor Ledgers displays. To see the terms for the vendor, click 
= 


. The Vendor Ledgers/Columns window displays. Scroll down 
the Show list. Select Terms. (Click on the box to place a checkmark.) 


Column 


Transaction Type 
4\ | Paid 
Payment Type 
|v} | Transaction Amount as DR/C 


| | Running Balance 


Credit Limit 
Purchase Order Number uf 
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Click Be | Observe that a Terms column is added to the 


Vendor Ledgers report. A partial Vendor Ledgers report is shown 
below. 


Bellwether Garden Supply 
Vendor Ledgers | 
For the Period From Mar 1, 2011 to Mar 31, 2041 | 


tena includes Report order is by ID 


vendor 1D Date _ Trans No Type Paid DebitAmt Credit Amt Balance Terms 


or 
Y 3/1/14 681000 PJ 75.00 76.00 2% 10, Net 30 
nd Son Contractors 2/9/11 Bi015 PJ r 195 65 270.85 
3/12/14 VCM30001 PJ ‘ 195.65 75.00 
3/15/11 CDJ 50.00 50.00 76 00 | 
=RSON Bett Balance Fw 5 2% 10, Net 30 
| son Distribution 37/14 YCHM30002 =P J ‘ 27 20 
\ 3/8/14 4 PJ 5,179.20 
{ S344 CDS 1,000.00 1,000.00 
| 3/14/11 B1016 PJ f 27.20 
| | ANDERSON 3/15/14 AND107 PJ x 45.00 45.00 2% 10. Net 30 
Anderson's Landscaping STiN4 10216 CD 0.30 0.90 45.00 


3/17/44 


‘ie Vendor Ledger is the Accounts Payable subsidiary ledger. When 
you entered and posted the vendor invoice (pages 76-78) in the 
Purchases/Receive Inventory window, the Accounts Payable subsidiary 
‘edger for Anderson’s Landscaping was credited for $45. Once the 
‘ivoice was entered, there was a balance of $45. When you posted the 
payment (page 78), PCA debited the vendor for the same amount. The 
jalance after posting the payment is zero ($0.00). 


VENDOR CREDIT MEMOS 


‘endor credit memos are returns to vendors. You can apply vendor 
credit memos to any existing vendor invoice that has not been paid. All 
eniries made on the Vendor Credit Memos window are posted to the 
general ledger, vendor records, and when applicable, inventory and job 
records. 


You are going to use Peachtree’s drill down feature to go to the original 
entry from the vendor ledger. Using the vendor ledger as an example, 
use drill down to follow the path of an entry to its origin. In certain 
Peachtree reports, you can click transactions to drill down to the window 
that includes the original transaction information. 
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1. The vendor ledger should be displayed. Using the vendor, Abney and 
Son Contractors, put your cursor over the 3/9/11 vendor ledger entry. 
Your cursor changes to a magnifying-glass with a Z (for Zoom) in it. 


ABNEY 
Abney and Son Contractors 


Rata} 
3/9/14 
3/1 
3/15 


B1000 PJ 
B1015 PJ 
2! 1 VCM30001 


5/11 CDJ 


75.00 
270.65 
75.00 
75.00 


2% 10. Net 30 


2. To drill down to the 3/9/11 transaction, double-click on it with your 
left mouse button. The Purchases/Receive Inventory window 
appears showing the original purchase of inventory items. 


‘»* Purchases/Receive Inventory 
Fle Edt GoTo Window Hep 


fe fh 
Journal = Event 


ae . 
Layout Reports 


pee Help 


Vendor ID: | 


Remit to: Abney and Son Contractors 
3286 Park Lane 
Suite 2 
Smyrna, GA 30080 USA 


PAID IN FULL 


Customer SO No. 


Ship to: | 


Bellwether Garden Supply 


1505 Pavilion Place 


Invoice No , 


O prog ship 


Purchase JG] 
T an Date:| EEE EJ 
| 
4 
| 


a) 


idre 1¢ g oF 
Norcross {= 30093-320 as | ev related transactions 
USA ] 


Customer invoice No. 


Terms Ship via AJP account 


. 


ays} > [None 


Apply to Purchase Order: 0.00 


Quantity Item 


Description 


| Apply to Purchases: 195.65 


a 


GL Account Unit Price 


2.00 | AVRY-10130 
Bird Feeder-Plastic Handi 


Catalog #811230: Bird Feeder-Plastic Hanging 


Inventory 


T 
| 12000 


7.95 


aa 


1.00 | EQFF-13120 
Hand Spra Mist 


Catalog # F00600: Hand Spayer/Mister 


3.00 a 14170 


1.00 | EQLW-14180 


| 12000 


Catalog # 8G446680:Seed Spreader - Drop 


Inventory 


| 12000 


Catalog # LM400706: Power Tiller - Rotary Cultivator 


q =nnn 
| 12000 


Other payments and credits: 


Amount paid at purchase: [0.00] 


Vendor balance on Mar 9, 2011 [>| 270.65 


195.65 195.65 Invoice total 


0.00 Net due 


» Troubleshooting Tip: On my Purchases/Receive Inventory 
window, the Quantity, Item, Description, GL Account, Unit Price, 
and Amount table does not show multiple lines. If that is the case, 
you can use the arrows next to the Job field to scroll through the 
multiple lines. Try enlarging your screen with the cursor. If that 
doesn’t work, read the next paragraph about screen resolution. 
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The number of lines on the Quantity, Item, Description, GL Account, 
Unit Price, and Amount table is determined by your screen 
resolution. On page iv, the minimum system requirements suggest 
1024X768 resolution with small fonts. 


3. Click | & | You are returned to the Vendor Ledgers. Drill down on 
the 3/12/11 vendor credit memo (VCM30001). The Vendor Credit 
Memos window appears. Observe that the Apply to Invoice No. tab 
shows B1015. This is the same merchandise that was purchased on 
3/9/11. (See the Purchases/ Receive inventory window shown on the 
previous page.) The returned field shows the items returned. 


(’e Vendor Credit Memos : 
Fle Edt GoTo Window Help 


¢ on ; ; : = 2 
& Naw List & ihe eur = Jounal Reports Help 


i vendor Ip: | Beay [Ss] Vendor Credit : 


Remit to: Abney and Son Contractors Mar 12, 2011 s 
2280 Park Lane sees 


Suite 2 Credit No.: 
Smyrna, GA 30080 USA 


APPLIED 


Return authorization A/P account 
[+] if 
| Apply to Purchases: 0.00 | 


Description GL Account — Unit Price Amount 
2.00 || Catalog #811230: Bird Feeder-Plastic Har| 12000 ‘| 7.95 15,90 | 


hivestor 


I invertor 
1.00 || Catalog = Fo0600: Hand Spayer/Mister [12000 | 3,95 3,95 | 


38.85 [ 


139.95 | 


Other applied payments 195.65 Credit total 


Credit applied to invoice 0.00 Net credit due 


5. Click LoWJ. You are returned to the Vendor Ledgers. Click 
to return to the Vendors & Purchases Navigation Center. 
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BACKING UP CHAPTER 2 DATA 


Follow these steps to back up Chapter 2 data: 


1. From the Navigation Bar, click L J; link to Back 


up. 
2. Click |_Backue_ | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 2 in the File 
name field. 


4. cick Lea 


5. When the window prompts that This company backup will require 


approximately 9.84MB, click = . When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 2. You are returned to the 
Company Navigation Center. 


sc Read Me: Problem Backing Up to USB Drive 
2 If you encounter difficulties backing up to a USB drive, backup to the 
desktop first. Then, copy the backup file from your desktop to a USB drive. Refer to 


Appendix A, Problem Backing Up to USB Drive or Other External Media, pages 
771-772 for detailed steps. 


EXPORT TWO PEACHTREE REPORTS TO EXCEL 


The steps that follow demonstrate how to add a new worksheet to an 
existing Excel file. The steps below and on the next page show how two 
Peachtree reports, the Vendor List and the Vendor Ledgers, are saved to 
one Excel ie: 


Vendors & Purch | 
1. From the Navigation Bar, click dh vendors & Purchases | In the 


Recently Used Vendor Reports area, link to View All Vendor & 
Purchases Reports. The Select a Report or Form window appears. 
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2. Select Vendor List; Send To, Excel. seen the Modify Report — 


Vendor List window appears, click 


3. The Copy Report to Excel window appears. In the File option area 
make sure Create a new Microsoft Excel workbook is selected. In 
the Report header option, Show header in Excel worksheet should 
also be selected. 


File option: 
@ Create a new Micrasof Excel workhook 


Excel options Report header option 
[~ Use treeze panes {headers and labels are visible) | ( Sead header to Page Setup in Excel 
PT Enable automatic column filtering (Auto-titer) Cw chow nodderin Excel worksheet 


4. Click [anus J . The report is exported to Microsoft Excel. Bellwether 
Garden Supply’ s Vendor List is shown. 


5. Save the Vendor List. Use Chapter 2_Vendor List and 
Ledgers.xlsx as the file name. (Excel 2003 ends in the file 
extension .xls.) 


6. Go to Bellwether. (Hint: On the Taskbar at the bottom of the screen, 
click Peachtree, Select a Report or Form.) 


7. From the Select a Report or Form window, double-click Vendor 
Ledgers. The Vendor Ledgers displays. 


for 
i SendTo j 


There are two ways to export to Excel: 


a. From the Select a Report or Form window, 
highlight the report and then select Send To Excel. 


b. Display the report and select Excel 
below.) 
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j 
8. Click L&"_J. On the Copy Report to Excel window, select Add a 
new worksheet to an existing Microsoft Excel workbook. Select 


[ Browse... | Go to the location of the saved file, Chapter 2_Vendor 


List and Ledgers.xlsx. Select 


Copy Report to Excel 


File option - 


C Create a new Microsoft Excel workbook 


The file 
( Add 4 new worksheet to an existing Microsoft Excel workbook name 


should be 


Chapter 2_Vendor List and LedgersxIsx 
shown. 


Excel options - Report header option 
| Use freeze panes (headers and labels are visible) C Send header to Page Setup in Excel 


[~ Enable automatic column filtering (Auto-flter) Je Show header in Excal womens 


9. Click [_« | Bellwether Garden Supply's Vendor Ledgers appear. 
Observe that the two sheets are shown: Vendor List and Vendor 
Ledgers (tabs at the bottom of the window.) 


id 4 > M  ©=VendorList Vendor Ledgers 
10. Save. The Excel file, Chapter 2_ Vendor List and Ledgers, includes 
two sheets: the Vendor List and the Vendor Ledgers. click 2 on 
the title bar to exit Excel and return to Peachtree. 


11. Close all windows. Exit Peachtree or continue. 
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INTERNET ACTIVITY 
1. | From your Internet browser, go to the book’s website at 


www.mhhe.com/yacht2011. 


2. Link to Student Edition. 


3. | In the Choose a Chapter field, select Chapter 2. Observe that the Quizzes | 
and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 1 Internet Activities for 


Chapter 1-8. Select L— 


4. | Complete the Chapter 2 Baty ACCOUNTING STUDENTS — Chapter os 
Complete steps 1-3. 


3: Using a word processing program, write a summary about the site(s) you 
selected. Remember to include the website address of each link. Your | 
summary should be no more than 75 words or less than 50 words. | 


SUMMARY AND REVIEW 
Complete the following end-of-chapter activities: 


Going to the Net, pages 91. 
Multiple-choice questions, pages 92-94. 
Exercises 2-1 and 2-2, pages 94-97. 
Assessment rubric, pages 97-98. 
Analysis question, page 98. 

Chapter 2 Index, page 99. 


OO ON 


GOING TO THE NET 


Access information about domain name statistics at 
http://www.zooknic.com/Domains/counts.html. (Going to the Net links are 
on the textbook website at www.mhhe.com/yacht2011; link to Student 
Edition, select Chapter 2.) 


1. gILD is an abbreviation for what word(s)? (Hint: Click gTLD to 
answer this question.) 

2. What is the number of domain names worldwide? 

3. How many .com names are there? 

4. List the extensions that are used with domain names. 
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Multiple Choice Questions: In the space provided write the letter that 
best answers each question. (The QA Templates include these questions 
and the Analysis Question at www.mhhe.com/yacht2011; Student 
Edition, select Chapter 2.) 


1. The Company Data Files default location on Windows 7 


computers for Bellwether Garden Supply's backups is: 


29009 


e: 


The location specified for external media. 

C:\Sage Software\Peachtree\BCS\Company\[file name]. 
C:\Program Files\Company\BCS\[file name]\Exercise 2-2. 
C:\Sage\Peachtree\Company\Sample\PCW\BCS\[file 
name]. 

None of the above. 


2. Cash discounts from vendors in return for early payment of an 


invoice are called: 


C2959 


Sales discounts. 
Returns and allowances. 
Purchase discounts. 
Markdowns. 

None of the above. 


3. You can enter information within a lookup field by using one or 


more of the following keys: 


CA290T0®9 


Type the <+> symbol. 
Double-click with the mouse. 
a. or b. 

Type the invoice number. 
None of the above. 
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4. Why is it important that your coding system for vendors be 
consistent and logical? 


a. All vendors and customers should be identified by 3 digits. 

b. So that others working in your company can determine a 
vendor code from the company name. 

c. All the vendors and customer numbers are already set up 
for Bellwether Garden Supply so you don't have to worry 
about it. 

d. All customers and vendors should be identified by the first 
eight letters of a company's name. 

e. None of the above. 


5. Why are purchase orders used? 


To post accounting information. 

To place an order with a customer. 

To update the accounts payable subsidiary system. 
To request items from a vendor. 

None of the above. 


oQloo8 


6. Itis important to use either upper or lowercase letters to 
identify a vendor because the program: 


Is susceptible. 

Doesn't recognize numbers. 
Doesn't recognize symbols. 
Is case sensitive. 

None of the above. 


eo2ooM 


7. Which window do you use to add a new vendor? 


Maintain Vendors. 
Purchases/Receive Inventory. 
Menu bar. 

Select a Report. 

None of the above. 


o2900D 
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10. 


Going from the general ledger to the original entry window is 
called: 


oaoom 


Drill down. 

Coding. 

Lookup. 

None of the above. 
All of the above. 


When you make an entry in the Purchases/Receive Inventory 
window for Anderson’s Landscaping you are debiting and 
crediting which accounts: 


a. 


Dr. Accounts Payable/Anderson’s Landscaping 
Cr. Cash in Checking 

Cr. Purchase Discounts 

Dr. Cash 

Cr. Accounts Payable 

Dr. Cash 

Cr. Sales 

Dr. Materials Cost 

Cr. Accounts Payable/Anderson’s Landscaping 
None of the above. 


Which of the following Navigation Bar; Vendor & Purchases 
selections do you use to issue a return of merchandise to a 
vendor? 


oaoo0M 


Vendors & Purchases Tasks; Purchases/Receive Inventory. 
Credits & Returns; New Vendor Credit Memo. 
Sales/Invoicing. 

Credit Memos. 

None of the above. 


Exercise 2-1: Follow the instructions below to complete Exercise 2-1. 


1. Start PCA. Open Bellwether Garden Supply. 


2. Follow these steps to restore your data from the end of Chapter 2: 
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a. From the Navigation Bar, select a ; link to 


Restore. (The backup was made on page > 88, ) 


b. The Select Backup File window appears. If the Location field 
shows C:\Sage\Peachtree\Company\Sample\PCW\BCS\ 


Chapter 2.ptb (or your default location)), click 
necessary, follow the steps in the Read Me box. 


Read Me: | 


If your back up file is located on external media, click 
then follow these steps. 


a. The Open Backup File window appears. In the Look in field, select the 
appropriate location of your backup file. 


b. Highlight the Chapter 2.ptb file. 
GaeGlick Ee | then [New] Continue with step c below. 


c. From the Select Company window make sure that the radio button 
next to An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 
C:\Sage\Peachtree\Company\Sample\PCW\BCS (or your default 

Foner | > 


|Z 


location). Click 


d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click Li""_|. When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. 

f. If necessary, remove the external media. 


*\f Bellwether Garden Supply is not shown in the Company Name field, refer to the 
Read Me box on page 29. 
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3. Add the following vendor: 


Vendor ID: PRINCEOFC 

Name: Prince Office Supplie: 

Contact: Alice Prince 

Vendor Type: OFFICE 

Expense Account: Account No. 71000, Office Expense 


4. Enter the following transaction. 


Date Transaction Description 

03/15/2011 Invoice No. H788 was received from Prince Office 
Supplies for the purchase of five boxes of letter-size 
file folders, $10.95 each. (Hint: Account No. 71000, 
Office Expense, should be debited.) 


5. Post this purchase. 
6. Continue with Exercise 2-2. 
Exercise 2-2: Follow the instructions below io complete Exercise 2-2. 
1. Enter the following transaction. 
Date Transaction Description 
03/18/11 Pay Prince Office Supplies for Invoice H788, $53.65. 
2. Post the Cash Disbursements Journal. 


3. Print Check No. 10216. (Hint: On the OCR AP Laser Preprinted 
Filter window, select the payment date and vendor.) 


4. Print the Vendor Ledgers. Add a Terms column. Adjust the Vendor 
Ledgers report so that it prints on one page. (Hint: Place the mouse 
over the column. The cursor changes to a double-arrow. Adjust the 
column.) 


5. Follow these steps to back up Exercise 2-2. 


a. Click 


—J; link to Back up. 
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b. Click |_Backue | 


c. Accept the default for backing up to the hard drive; or, make the 
selections to back up to another location; or back up to external 


media. Type Exercise 2-2 in the File name field. 
d. Click Ee 


e. When the window prompts that This company backup will require 


approximately 9.78MB, click Eo] When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 2. You are returned to the 
menu bar. 

f. If necessary, remove the external media. 


Sc Read Me: Problem Backing Up to USB Drive 


If you encounter difficulties backing up to a USB drive, backup to your 
desktop first. Then copy the backup file from your desktop to the USB drive. Refer 
to Appendix A, Problem Backing Up to USB Drive or Other External Media, pages 
771-772 for detailed steps. 


6. Save two Peachtree reports, the Vendor List and the Vendors 
Ledgers, to one Excel file. (Hint: Refer to pages 88-90, Export Two 
Peachtree Reports to One Excel File.) Use Exercise 2-2_Vendor 
List and Ledgers.xlsx as the file name. (Hint: Add the Terms 
column to the Vendor Ledgers.) 


Check your figures: Vendor Ledgers balance: $80,826.01. 
7. Exit Peachtree. 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 2, Assessment Rubric link. To review 
Peachtree's journals, navigation centers, modules, and task windows, 
complete the blank fields online. 
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Navigation Task Journal 
Date Transaction Center/Module Window Dr./Cr. 


3/15 | Invoice No. H788 was 
received from Prince 
Office Supplies for the 
purchase of five boxes of 
letter-size file folders, 
$10.95 each. 


3/18 | Pay Prince Office 
Supplies for Invoice 
H788, $53.85 


ANALYSIS QUESTION: 


With the Vendors & Payables Navigation Center serving as the starting 
point to perform tasks related to Accounts Payable, list four features of 
the Vendors & Purchases Navigation Center. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Vendors 99 


CHAPTER 2 INDEX 


ACCOUNIS" ay cl Ne noite Manner certo coeds Pe et ccevtedessdaftsseeccreeedeeeons 60 
ACI GAC WV Che iia etree attest cari vvnvnmenninnaehicnnnatalneanns onsmuneeninns cS 
ANGIYSIS QUGS IG Geer eee he reteececesesednestarcencevtevedsrayeassedsccscecness 98 
ADDI tO DUNC Mase ne Cle mmr eect csc ccpevenescestaencoratatnerercccdanensescneeess 70 
ASSESSIME RU GUO IG seen tao oe orc ateeneiin caenwie ge unre cxipamalycenertiedsewanen ae 97 
Back imo Upon ie oie tea ell Mem eta censaveccocnesentecrsssunadtonvnecunestemecnecdace 88 
Changing global settings for accounting behind the screens .................62 
COCING SYS fe Wine eee ooo cy cdc ciremonauvarse¥saupstnnesesivedecduavnes fe 
DisplayittG AMG WEMGO tel eChte Rete tei. cic. ccscncvossscsccecnsceassesectaccesnancdirseesess 84 
Dirt LO Weer ene noua va souiynvronswnvdevdguanctvnsdavansene 85 
Exciting 2: jOU ii ell tiity Memento ce acc cx scaxesucncecrasassececsastiiceesssesvesvuvves 78 
Entering: a. Vem O iii eo mre orate dceu aynbeosarncts covadansercdacsveremvsdeseres 76 
EXC CISG) 25 Siete as ee eae ee cca is vag con's gaia vdaswovegues sabavedaswndsss 94 
EXCICIS@) 2-7 ieee 26025 cc. 09 erruercvensneenvedeuancwniinr os eieevess 95 
Export (WO Pe achihce enon sOMX CO ices cowie esevenneneeavevtsesensmeveneueuseetonns 88 
Getting, Started eae eee. 65060. ccuswintcis ws tacge dasa dabewwbrmavedess van 58 
GOING tO: Tin S Uae eae ee gs 8 cecenetcn send daanmmeenvvndoneiiinad duet ot 91 
Inter LA CUM ITY eee ee oo. csswunvsemsaitensaetspsageesvoseue 91 
LE arniNG CDiC CLC Sir teem fo 5ci'vpapecens ns ve secsavavechcusdoesseuberenss 57 
Multiple CholeesquCen Osment 2 occ... 5 :.ciscavessacoassseaiatsecnenseesvonvtse 92 
Payments 10 VenGOls seme mmmnmmrre re toy ike sis filets fibers 79 
Posting aipurchasedieniecettenmumeere= 26. .0.22 ue ah AAs... 78 
Printing CHECKS ets snes een he) ae dl 81 
Printing purchasesOrce ism meen yee. Oe stihl 67 
Purchase: discounts as amere mmm. .Wio./, \Gocatse.tciuget Loessacuy eons 57 EH 
Purchase: Orders iy: ere eeeeeennemennrnnmerntnr, 205. eA SELIM 61 
Receive inventoryitromprenp Wnenace Ordena ..0.. nc vieesGorevetecesstves obablin. 69 
Restoring datafronmnC iat tenaimeemees ere sl eel. eel eee 58 
SUMMary ans revi sere meenmnENEE Ne huis. eec lone tiered 91 
The: PurchasesOrde Witty meee ee). 251 00. el). ieisl aeloeescaes 62 
The Purchases/Receivelinvemiony WindOWon gi. d...1)iecsGrdacseescsseuteeeee se 72 
Troubleshooting: tip yeti sr mrrmrrrne TE 0588 leiccectececcvcccavevass 80, 86 
Vendor credit memos eames mmeter tte. c2 o.ecsssleensecaeassnnesnvsevesvene 85 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Chapter 


3 Customers 


LEARNING OBJECTIVES 


1. Restore data from Exercise 2-2. (This backup was made on pages 
96-97.) 

Go to the Customers & Sales Navigation Center to enter quotes and 
sales orders. 

3. Enter a sales order. 

4. Ship items from a sales order. 

5. Enter customer terms. 

6. Record a sales invoice on the Sales/Invoicing window. 

7 

8 

S) 


N 


. Print a sales invoice. 

. Analyze receipts and customer credit memos. 

. Post a receipt for previously invoiced amounts. 
10. Add a Customer Terms column to the Customer Ledgers report. 
11. Complete the Internet Activity online at www.mhhe.com/yacht2011. 
12. Export Customer Ledgers to Excel. 
13. Make two backups and save one Excel file. ' 


Chapter 3 introduces the basics of how PCA works with customer 
transactions. First you learn about quotes and sales orders. A sales 
order is a document containing a list of items or services that a customer 
wants to buy. When a sales order is posted, no accounting information is 
updated. Once you complete sales orders, you learn how the information 
entered in customer maintenance is used when posting entries. For 
example, in the Maintain Customers/Prospects window, you set a range 
of days within which a customer can receive a discount and set the 
discount percentage. This information will print on the sales invoices you 
record. The discount is automatically applied when you enter a receipt 
within the allotted time. The Collection Manager, included on the Analysis 
Menu, shows an overview of all outstanding invoices. 


"Refer to the chart on page 2 for the size of backup files. 
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GETTING STARTED 


Follow the steps below to start PCA: 


ile 


Start Peachtree. Open the sample company, Belh vether Garden 
Supply. (If Bellwether Garden Supply is not shown, restore a New 
Company. Refer to the Read Me box on page > 29 ) 


Restore your data from the Exercise 2-2 back up 


a. From the Navigation Bar, a sae — /; link to 
Restore. (The Exercise 2-2 backup was made pages 96-97.) 


b. The Select Backup File window appears. !f the Location field 
shows C:\Sage\Peachtree\Company\Sample\PCW\BCS \Exercise 


2-2 .ptb 2 et default location), click Listes . (Or, click 
[| Browse | then select the appropriate location of the Exercise 
2-2 backup file; click LN? 

c. The Select Company window eure s. The radio button next to 


An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply: t ye Location field shows 


C: Seer re 2s nen \PCW\BCS ~ the 
appropriate location on your computer). Click | New> | 
d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click L Nee 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click finish |) When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. 


f. If necessary, remove external media. 
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i=l To make sure you are starting in the appropriate place in the data 


(Exercise 2-2 backup) check that these vendors, Anderson's 
Landscaping and Prince Office Supplies, are shown in the Vendors 
area of the Vendors & Purchases Navigation Center. (Hint: You may 


need to click to update your Vendors list.) The Vendor 
Ledgers report should show a zero balance for both Anderson's 
Landscaping and Prince Office Supplies. 


ACCOUNTS RECEIVABLE SYSTEM 


Accounts Receivable represents amounts owed by customers for items 
or services sold to them when cash is not received at the time of sale. 
Typically, accounts receivable balances are recorded on sales invoices 
that include terms of payment. Accounts receivable is used if you are 
setting up accrued income that customers owe. 


The four basic tasks in Accounts Receivable are: 


Ap 
2 


Quotes: Allows you to enter a quote for a customer. 


Sales Orders: Sales orders provide you with a means of tracking 
backorders for your customers. 


Sales/Invoicing: When items are ready for shipment, the 
sales/invoicing window is used. 


Receipts: Used for recording receipts from customers. (PCA also 
includes credits and returns.) 


Before adding accounts receivable transactions, examine the Customers 
& Sales Navigation Center. Follow these steps to do that. 


‘le 


Q framers & Sales | 
From the Navigation Bar, select L— The 


Customers & Sales Navigation Center displays information and 
access points related to the company's customers. In Peachtree, this 
represents the accounts receivable module or accounts 
receivable system. 


Modules organize Peachtree’s transaction windows and reports. 
When the Navigation Bar's Customers & Sales selection is made, 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


104 Chapter 3 


Peachtree’s accounts receivable system is shown. The menu bar 
selections, Tasks and Reports & Forms, are also organized by 
module; for example, the Reports & Forms menu includes Accounts 
Receivable, Accounts Payable, General Ledger, etc. 


Peachtree’s Customers & Sales Navigation Center has two tabs that 
display information and access points related to Bellwether's 
customers. 


e The Customers & Sales tab is a summary of customer 
information, includes access to recently used customer reports 
and an overview of the company’s aged receivables. Scroll down 
the Customers & Sales window to see the Customers, Recently 
Used Customer Reports, Aged Receivables, and Peachtree 
Solutions. 


e On the Customer Management tab, you can see lists of 
information regarding transactions and customer history, 
including invoices, receipts, and finance charges. 


The Customers & Sales Tasks are shown below. Scroll down the 
window to see the rest of the Customers & Sales Navigation Center. 


Customers &SalesTasks 


and Expense 
Tickets 


O ad 
Customer Credits and | 
| Statements « Returns 4 Reports 
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Link to a couple of areas to explore the Customers & Sales 
Navigation Center. Close any open windows, then continue with the 
next section. (Hint: If multiple windows are open, from the menu bar 
select Window, Close All.) 


2. Click on the tab. In the Customer ID field, 


select ARCHER. Observe that the Sales Invoices area lists this 
customer’s invoices, and the Receipts area shows this customer's 
payments to Bellwether Garden Supply. Scroll down the screen to 
see Credit Memos and Totals. A partial Customer Management 
window is shown below. 


dy Customers & Sales 2, Customer Management 


¥;| = Find customer with: [Enter Text n {Cust 


dit 2 Namie: Archer Scapes and Ponds Billto contact: Nancy Archer LAND one: 770-555-4660 Balance: $7,434.67 


Sales Invoices ae 


Unpaid 


Receipts 


Date Range:T MO4f2011 te 03/31/2011 


Receipt Ne. | : _____ Reference No. | Receipt Amount! Deposit Ticket 1D 
es SS ES aS or 


Entering a Quote 


When you enter a quote for a customer, you are not updating any 
accounting information or inventory amounts. PCA calculates what the 
total cost of the sale will be for a customer, including sales tax and 
freight. You can then print the quote for the customer. Follow these steps 
to enter a sales quote. 
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[a Castomers & Sates] tab. From the Customers & Sales 


1. Select the 


Tasks diagram, click L224) New Quote. 


2. The Quotes window displays. Your cursor is in the Customer ID field. 
Type D (use capital D). Dash Business Systems displays. Press 
the <Enter> key. 


3. Your cursor is in the Ship to field. Click on the Date field. Accept the 
default for the Date and Good thru dates by pressing the <Enter> 
key four times. The Quote No. field is blank. This is okay. Peachtree 
assigns a quote number automatically. 


Comment 


You can also enter a number that you want to print in the Quote # field. If you 
assign your own number, PCA sorts numbers one digit at a time. Therefore, 
it is a good idea to assign numbers with the same number of digits. For 


example, PCA sorts the following numbers in this order: 


4. Your cursor should be in the Customer PO field. Observe that this 
field is blank. Since this customer does not have a purchase order 
number, you are going to leave this field blank. Click on Quantity field. 
Type 1 and press <Enter>. (If the Quantity field shows .01, refer to the 
steps 1a. and b. on page 16 for setting two decimal places.) 


5. In the Item field, select EQFF-13110 Fertilizer Compression Sprayer. 
(Hint: Scroll down the Item list to make this selection, or you can type 
the item ID.) The Description, GL Account, Unit Price, Tax, and 
Amount fields are automatically completed. 
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Comment 


If the GL Account field is not displayed on the Quotes window, you need to check 
your global settings. Refer to step 1c on page 16 (Chapter 1) to make sure that 
the boxes in the Hide General Ledger Accounts section are unchecked (see 


Options/Global). 


6. Click on the Quantity field. Type 4 then select EQWT-15120 Garden 
Hose - 75 ft. for the item. Compare your Quotes window to the one 


shown below. 


eR oe hee fea i ie iy 
eat Del Conon Row ur Event Layout” Repons. Help 


Customer ID: | DASH [Is] 


Bill to: Dash Business Systems Ship to: [Mckenzie Dash Sight i Date: 


1448 Steve Reynalds Blvd. 
Norcross, GA 30093 Clear > | eee 
1448 Steve Reynolds Blvd. 


Good thru: 


Quote No.: 


‘gia tlle Drop ship 
r a 
Norcross [sa | 30093 


Count 
A/R account 


Customer PO Ship via Terms Sales rep 
11000 
~ 


None v | 2% 10, Net 30 Days [eswanton 


‘Quantity Item Description GL Account Unit Price Tax 
+ T 
39.99| 1 39,99 


Amount 


1.00 EQFF-13110 Bell-Gro Fertilizer Compression Purnp Han 40000-EQ 


Comp: ession Sprayer 


4.00 | EQWT-15120 


Sales tax; 12.00 | GAGWINN 


Freight: 0.00 


-- Custorner Account as of Mar 15, 2011-— 

Balance: 399.90 Ee a Se EE) 
| Credit limit: 50,060.00 ) i Quote total; 211.95 
| Credit status: Notify Over Limit 


When you selected Dash Business Systems, the Customer Account 
balance as of March 15, 2011 also appears on the lower left side of 
the Quotes window, along with the Credit Limit and Credit Status. 
You can drill down to Dash Business Systems’ customer ledger by 


clicking on the right arrow (Es) in the Customer Account area. 
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Freed 


fed 

7. To see the journal entry, click 2"! ]. The Quotes Journal lists the 
sales taxes that are paid for the transaction, the price for each item, 
and the amount that Bellwether will receive from the customer on 
this quote. Close the Accounting Behind the Screens window by 


clicking L_2*_] 
8. Click to post this sales quote, then click L{®S*_] to return to 


the Customers & Sales Navigation Center. 


When a sales quote is saved, you are not updating any general ledger 
accounts. That is handled through the Sales/Invoicing window, which you 
work with after you convert the quote and print the sales order. 


Converting a Quote to a Sales Order 


Let's assume that Dash Business Systems accepts this sales quote. 
Let’s convert the quote to a sales order. 


1. Click oes 
appears. 


ie Quote List 
Fle Edt GoTo Window Help 
@ Close ©jNew AOpen &Pnnt iGSettings @ Refresh if Send To ~ 


Date Range: | This Period x] 03/01/2011 to 03/31/2011 


Search for: | Enter Search Text in |Customer ID x] 528 | Clear Search | 


_|Date/ Quote No. | Amount 


Tasks WRIGHT 5 3/1/2011 ~ $641.87 Seawriaht Sod and Lawn Care 
Gil <ales alder LFRA ; , : antes ggyeat sont Botanical ae om 
Bor s pi ai) 15) Fy ea Seki cia) i Sif ES: SEIT S ff 
View all sales invoices E) 3/15/2011 910201 $499.86 Holland Properties, Inc. 
ical ak Greco 3/15/2011 010202 $373.57 McKay Construction 
FREEMOND 3/15/2011 910203 $52.99 Freemond Country Club 


2. Double-click DASH. The Quotes window appears showing the March 
15, 2011 quote. Compare this to the Quotes window shown on page 
Ove 
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3. Click L&e"et| There are three options: Sales/Invoice; Sales/Invoice 
and Print Now; Sales Order. Click on the radio button next to Sales 
Order. The SO # field is completed automatically. 


Convert this Quote to & | 
C Sale/lnvoice pore earn 


: Cancel 
( Salefnvoice and Print Now rele 


@ Sales Order Help 
SO # fi 0354 aw * | 
| 


4. Click L . A blank Quotes window appears. Click 


You just converted the sales quote to a sales order. Now you can 
invoice the customer for shipment. 


ee | 


5. Close all windows. (Hint: Select Window; Close All.) 


Printing (or Displaying) a Sales Order 


Printing a sales order gives you the ability to confirm customer orders 
and fill these orders more efficiently. Follow these steps to print. 


1. From the Customers & Sales Navigation Center, select L222}; 
View and Edit Sales Orders. On the Sales Order List window, 


double-click DASH. The Quote converted to Sales Order No. 10354 
displays. 


2. Click uJ. Or, Click on the down arrow next to Print and select 
Print Preview. The Print or Preview Forms: Sales Orders window 
appears. Observe that the Sales Order number is 10354. This 
agrees with the quote that was converted to a sales order on pages 
108-109. Remember, Peachtree automatically assigned the sales 
order number. (Hint: If necessary, click anywhere on the Sales 
Orders window to activate the Print icon.) 
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3. a the Last used form — Sales Order w/Totals. Click 


(or ). The sales order starts to print or displays. 


Bellwether Garden Supply SALES ORDER 


Norcross, GA 30093-3203 Sales Order Number. 10354 
USA Sales Order Date Mar 15, 2011 
Ship By Mar 15, 2011 
4 


P. 
Voice 770-724-4000 a 


Fax: 770-555-1234 


Dash Business Systems Dash Business Systems 
1448 Steve Reynolds Blvd 1448 Steve Reynolds Blvd 
Norcross, GA 30093 Norcross, GA 30093 


iat 


a0 Wee rT a 


EQFF-13110 Bell-Gro Fertlizer Compression Pump Hand Sprayer _ | 


- 3 Gallon 
EQWT-15120 Bell-Gro Heavy Duty Garden Hose - 75 ft x 58 in 
hose 


Subtotal 
Sales Tax 

| Sates 

Freight 


4. lf you previewed the Sales Order, click =" |. Close all windows. 
(Hint: From the menu bar, click Window, Close All.) 
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Ship Items from a Sales Order 


To ship items from a sales order, open the Sales/Invoicing window, select 
the customer, then choose the open sales order you want to invoice. 
Once the shipped field is completed, an invoice is created with the 
appropriate sales tax and the amount of the sale. When the 
Sales/Invoicing window is saved (posted), accounting information is 
updated. That includes the accounts receivable controlling account in the 
general ledger, the customer’s subsidiary account in the customer ledger, 
and inventory amounts. 


Follow these steps to ship items from a Sales Order No. 10354. 


1. Click LXes*s_4), New Sales Invoice. The Sales/Invoicing window 
appears. 


2. In the Customer ID field, select DASH, Dash Business Systems. 


3. The Apply to Sales Order No. tab is selected. Click on the down- 
arrow and select number 10354. 


4. Type 1 and 4 in the Shipped fields. Once you complete the Shipped 
fields, the Invoice totals are computed (sales tax and amount paid at 
sale.) 


Compare your Sales/Invoicing window to the one shown on the next 
page. 
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 Sales/Invoidng wee : =le|x| 
Fle Edit GoTo Window Help 


et <j 3 ap 
Layour Reports. Auech — Help 


Invoice 


Bill to: Dash Business Systems Ship to:/ mckenzie Dash 'y| Date: | Mar 15, 2011 


1448 Steve Reynolds Blvd. 
Norcross, GA 30093 Clear > | [Dash Business Systems Invoice Now: 
1448 Steve Reynolds Blvd. 


D prop ship 


= ; |SA {30093 


Customer PO Ship via Ship date Sales rep A/R account 
one kal ey | > [cswanron §[ 11000 


{ pply to Sales Order No.: [ Apply to Sales: 0.00 i 


Item Description GLAccount Unit Price Tax Amount 
EQFF-13110 Z .00 | ell-Gro Fertilizer Compression Pump Hand Sprayer - 3| 40000-EQ._| 39.99] 1 39.99 


j | Bell-Gro Heavy Duty Garden Hose - 75 |. x 5/8 in. hose} 40000-EQ 
x 5/8 in. hose 


Shipped items 


[>] Apply tickets/expenses Sales tax: 


Freight 0.00 


Customer Account as of Mar 15, 2011 Other applied credits 0.00 211.95 Invoice total 
Balance: 399.90 

Credit limit: 50,000.00 
Credit status: Notify Over Limit 


[+] Amount paid at sale 0.00 211.95 Net due 


|]. After the entry is saved (posted), Cost of Sales is computed. 
Close the Sales Journal window. 


6. Click |2"2] to post. Close the Sales/Invoicing window. 
THE MAINTAIN CUSTOMERS/PROSPECTS WINDOW 


The first step is to select the customer you are going to invoice and to 
change one item of information: the discount percentage offered for 
timely payment. 


1. From the Customers & Sales Navigation Center, click 
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New Customer. The Maintain Customers/Prospects window displays. 
The cursor is in the Customer ID field. Notice the down-arrow in this 
field. 


2. Click on the down-arrow in the Customer ID field to open the 
customers/prospects list.” 


«Customer ID: | Mis ei} [Prospect 


_ [ALDRED Aldred Bil gers, Inc. 770-555-0654 
Name: | ARCHER Archer Scdpes and Ponds 770-555-4660 ~~ 
Gand |ARMSTRONG Armstrong Landscaping 770-555-8824 
ss | Contacts | CANNON Cannon Healthcare Center 770-555-4128 | 
— | CHAPPLE Chapple Law Offices 770-555-8858 "| 
Bite Contact: CUMMINGS Cummings Construction 770-555-1147 
Account number: | DASH Dash Business Systems 770-555-9988 
EVERLY Everly Property Management 770-555-6660 
Bing address: | FRANKLIN Franklin Botanical Gardens 770 555-9598 
FREEMOND Freemond Country Ciub 770-555-8967 
: FROST Frost Technology Park 770-555-4153 } 
City, ST, Zip: DEN ‘olden Garde 404 555-7763 3 
¢ a & & © 
Cantar Ok 2. Fi 4 


3. The customer file you are going to use is Teesdale Real Estate. 
Scroll down the customer list, then click TEESDALE for Teesdale 
Real Estate to select it from the list. The Maintain Customers/ 


Prospects window shows a completed record for Teesdale Real 
Estate. 


Compare your Maintain Customers/Prospects window to the one 
shown on the next page. 


There are three ways to open the list in a lookup field. First, make sure that your 


cursor is in the Customer ID field: 1) Press the right mouse button; 2) type a question 
mark <?>; 3) left-click the down-arrow. 
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'» Maintain Customers/Prospects 
Fie Edt GoTo Windaw Help 
Ecose Ty New ust [save fisave SNew Ye Delete i Change ID TL Even 


one: (EE af F mrorgec 


Name: [Teesdale Real Estate [ Inactive 
General | Contacts | History | Sales info | Payment & Credit | 
Bil-to contact; Wade Teesdale 
Account number: oe 
Biling address; [4555 Indaniakelene 


a na ; 


=/51 x) 


£5, Outlook @| 


Maintain Customers 


Gty, ST, 2p: [Meets [ca 


Country: 
Sales tax; [GACOBS Balance as of Mar 15, 2011: 
Copy to Ship Address 1] 
CustomizableFields 
1. Sales Contact » 
Ward mason 


2. Lawn Care Srvc? 


Si28 16.59 


fres 
paneer Sarat 
No 


Entering a Discount for a Customer 


Because Teesdale Real Estate is such a good customer, Bellwether 
Garden Supply is going to increase their discount from 2% to 5%. In 
accounting, this is called a sales discount. The standard sales discount 
for Bellwether is 2% if paid within 10 days. Teesdale’s new sales discount 
is 5% if paid within 15 days. Sales discounts are applied when payment 
is received from the customer. In Peachtree, sales discounts are applied 
when payment is received from the customer. 


Follow these steps to enter a discount for a customer: 


1. The Maintain Customers/Prospects window should be displayed. 


Click on the Payment & Credit tab. 


2. Inthe Terms and Credit Area (right side of window), click on the 
down-arrow. Select Customize terms for this customer. 


3. If necessary, click on the radio button next to Due in number of days 


to select it. 


4. Click on the Discount in field. Type 15 and press <Enter>. The 
cursor moves to the Discount percent field. 
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5. Type 5 and press <Enter>. 
Maintain Customers/ Prospects e i Sy) | xii 
Fie Edt GoTo Window Help — 
@Cose New ~ list jSave E-Save & New $$ Delete “Change ID %Event LiiLog x2Letters Reports - | Attachments — Outlook © 


*Customer 1D: [TEESDALE =| «| o| 
Name: [Teesdale Real Estate 


Cetera Canter a] Se Fomet act | 
Credit Card Information ~~ res ‘ 


Cardholder's name: | : 


Address: (4555 Indian Lake Lane 


Cty, ST, Zip: [maretta [Ga (30069 


Country: 
t card number: 
:xpiration date: 
Receipt Settings - eee 
v ee 


Payment method: 


Cash account: 


6. Click liesi Sa 


7. Close the Maintain Customers/Prospects window to return to the 


Maintain Customers 


{Prospect 
r Inactive 


_ f Terms and Credit 


[customize terms for this customer 


np n ones of days 


{ Due on day of next month 
© Que at end of month 


VV Use discounts pe 
Discount in| 1S days 


Discount percent: | 5.00 


Charge finance charges 


Credit limit: | [50,000.00 


Credit status: 


Customers & Sales Navigation Center. 


Entering a Sale to a Customer 


[Notify over imit 4 


Pon 
Net due in| 30 days 


Let’s learn how to invoice Teesdale Real Estate. To print or record an 
invoice in PCA, enter a sales invoice for a customer on the 

Sales/Invoicing window. Like a Sales Journal, the Sales/Invoicing 
window is reserved for sales from credit customers. The transaction you 
are going to enter is shown on the next page. 


°You should have set two decimal places in Chapter 1 (see page 16). 
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Date Transaction Description 


03/01/11 Bellwether Garden Supply sold 5 hose-end sprayers, $49.95, 
to Teesdale Real Estate, Customer ID, TEESDALE, and 
cleaned the parking lot, $100, for a total of $149.95 plus 
$9.00 sales tax; $158.95. 


Follow these steps to learn how to use the Sales/Invoicing window: 


1. From the Customers & Sales Navigation Center, click 224) New 


Sales Invoice. The Sales/Invoicing window appears. 


Use the Sales/Invoicing window for credit sales from customers. If 
you want to enter a cash sale, use the Receipts window, not the 
Sales/Invoicing window. The Sales/Invoicing window is for credit 
customers only. Here’s a way to remember the difference between 
Receipts and Sales/Invoicing: if the transaction involves real money 
(cash or check), enter it in the Receipts window; if the transaction 
involves a credit sale, enter it in the Sales/Invoicing window. The 
Sales/Invoicing window posts to the Sales Journal. The Receipts 
window posts to the Cash Receipts Journal. 


The Sales/Invoicing window should be displayed. The cursor is in the 
Customer ID field. Don’t worry if you have forgotten Teesdale’s 
customer ID number because PCA knows it. The Customer ID field 
has a lookup field. 


2. With the cursor in the Customer ID field, click the right mouse button 
(or type a question mark, <?>). You may also click GI 
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3. Select Teesdale 


r : s Roberts Learning Centers 
*R Ri University 
Real Estate, BAIA Saas Neighborhood Nursery 
SEAY Seawright Sod and Lawn Care 
TE ES DAL E 2 i ; MITH smith Fanul Corton Conley - 


Snowden Interior Design 


Snyder Securities 


ss % 
i ; Ni Stevenson Leasing, Inc. 7 
OK i Tar Ae olf 7 ‘ 
; : fr 770-555-4029 
I : 27-655.2094 «| 
A ‘ - ~ maven settenstesimecicalt ah ae "aa | 
- 


The Sales/ 
Invoicing 
window is automatically completed. 

Observe that the Bill to and Ship to fields are completed automatically. 
PCA provides an invoice number when the sales invoice is printed so 
there is no need to enter an invoice number now. 


se es 


i sat] OK Cancel ‘ 


5. Click on the Date field which defaults to 3/15/11. 


PCA offers flexibility when entering dates. For example, you can 
enter March 1, 2011 as 030111 and the program will format the date 
correctly. You can also enter just the day portion of the date and 
PCA formats the date in the current period. For example, if you're 
working in March of 2011, you can type 4 in the date field and the 
program formats the date as March 4, 2011. You can also use the 
pop-up calendar to click the date. 


6. Type 1 (or select 1) for the date and press <Enter>. The cursor 
moves to the Invoice No. field, which you are going to leave blank. 
Peachtree will assign an invoice number when you print the sales 
invoice. 

7. Click on the Apply to Sales tab. 


8. Click on the Quantity field, type 5 and press <Enter>. Your cursor 
goes to the Item lookup field. 


9. Click Ll to open the list of inventory items. 
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| TJADMIN-O1 O00 Bookkeeping/Administrative <N AAD 
JAVRY-10050 Prefabricated Birdhouse 
JAVRY-1 0100 Bird House Kit 5.00000 
UAVRY-10110 Bird House-Pole 14 Ft. 15,00000 
JJAVRY-1 0120 Bird House-Red 12-Room Unit 4.00000 


10. 


ae 


12) 


LIJAVRY-1 0130 Bird Feeder-Plastic Hanging 12.00000 
TJAVRY-10140 Thistle Bird Seed Mix-6 Ib. 29.00000 
| DJAVR'Y-10150 Bird Bath - Stone Gothic 2pe 2.00000 

(4éVRY-10200 Birdbath-Plastic 


v we ® G 7) 
OK 2. Find “New a) Help 


¢ 


There are two ways to enter transaction lines for an invoice: 


> By Inventory Item: Because the price of each inventory item is 
stored in the Maintain Inventory Items file, you only have to enter 
the quantity supplied. The program will compute the credit 
amount. 


By Account Number: If there is no line item set up for a particular 
commodity you sell, or if you don’t use the Inventory module, you 
can distribute directly against the proper General Ledger account. 


V 


The Inventory Item list should be open. Let’s see what happens if the 


4" 
Sort icon is selected. Click which is located at the bottom of 
the lookup list on the right side. 


What you have done by selecting Sort is to change the order of the 
list. The list was sorted by ID number; now the list is sorted 
alphabetically by name. This feature is available in all lookup lists. 


Select Hand Sprayer/Mister as the item for this sale. EQFF-13120 
displays in the Item field. (Hint: You can also type the item ID.) 


Your cursor should be in the Description field with the following 
description highlighted: Bell-Gro Plant All-Purpose Plastic 
Sprayer/Mister. Since we’re not going to add a comment or 
explanation about this inventory item, press <Enter> to move to the 
GL Account field. 
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ts. 


14. 


tS: 


Ve 


The default account is Account No. 40000-EQ, Sales — Equipment. 
The account name, Sales — Equipment, is shown below the 
transaction line. This account will be credited unless you change the 
account number in this GL Account field. The debit is automatically 
made to Accounts Receivable—Teesdale Real Estate. 


Press <Enter> to accept Account No. 40000-EQ. The cursor moves 
to the Unit Price field and 9.99 is automatically completed. Since the 
price has been set up in the Maintain Inventory Items file, the unit 
price is automatically completed for you. 


Press <Enter> to go to the tax field. Type a <?> to display the 
lookup list. Inventory Item tax types are set up in the Maintain 
Inventory Item file. This lookup list lets you specify certain items as 
exempt or having special tax situations. There is no need to specify 
any special tax situation. 


Press <Enter> to go to the Amount field. PCA calculates the total, 
$49.95, and enters it in the field. 


Press <Enter> to go to the Job field. The job field also has a lookup 
list. You'll learn about Jobs in more detail in Chapter 6. 


Press <Enter> to go to a new transaction line. 
Troubleshooting Tip: Observe that the Invoice No. field is blank. 
The invoice number, similar to the check number, is assigned when 


you print. Enter an invoice number if you are not going to print 
invoices. 


That Sales/Invoicing window is shown on the next page. 
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‘e Sales/ Invoicing 
Fle Edt GoTo Window Help 


(= Gow Me 4 ; 
Even. Une. Repory Allocn’ Hop 


Guesinaiedl ID: | TEESDALE iy) 


Bill to: Teesdale Real Estate Ship to:[Wade Teesdale ly Mar 1, 2011 
4555 Indian Lake Lane 2 


Marietta, GA 30069 Clear > | | Teesdale Real Estate 
4555 Indian Lake Lane 


Invoice No. : 


Orop ship 


Add 


Marietta |= [30069 | 


Customer PO Ship via * Ship date Terms Sales rep A/R account 
| None fc | >] cswinton fat 11000 
Apply to Sales Order: 0.00 (| Apply to Sales: 49.95 


Description GL Account Unit Price Tax Amount 
Sos on de tb 
5.00 | EQFF-13120 Bell-Gro Plant All-Purpose Plastic Sprayer/Mister | 40000-EQ 9 99] 1 


aye 7 


[>] Apply tickets/expenses 3.00 | GACOBB 


Ereight: 0.00] 
Customer Account as of Mar 1, 2011 Other applied credits 0.00 52.95 Invoice total 
Balance: 7,578.42 >| 
Credit limit: 50,000.00 
Credit status: Notify Over Limit 


&] Amount paid at sale 0.00 52.95 Net due 


Notice that the Invoice Total and Net Due in the lower right of the 
window shows $52.95. The Invoice Total displays a running total of 
the amount that the customer’s account in the Accounts Receivable 
subsidiary ledger is increased (debited). When you add the next 
transaction line, this figure will increase. In accounting you learn that 
two things happen when the Accounts Receivable subsidiary ledger 
is used: 


a. The Accounts Receivable controlling account in the General 
Ledger is increased by the amount of the credit sale. 


b. The credit to the applicable revenue account is offset by a debit 
to the Customer’s account in the Accounts Receivable ledger. 


Distributing Against a Specific Account 
In this part of the transaction, Bellwether Garden Supply contracted with 


Teesdale Real Estate to clean up their back lot for $100. Because no 
Inventory Item is stored in the maintenance records, this transaction is 
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different than the one you just completed (entering a sale to a customer 
for an inventory item). In this part of the transaction, you need to 
distribute the amount ($100.00) directly against the Other Income 
account. 


1. Your cursor is in the Quantity field. Since you don’t have a quantity 
number to enter with this transaction, press <Enter>. Your cursor 
should be in the Item field. 


2. Press <Enter> to leave the Item field blank. Your cursor moves to 
the Description field. 


3. Type Cleaned parking lot in the Description field and press 
<Enter>. Your cursor moves to the GL Account field. The default 
account displays, but it needs to be changed. 


4. Type 41000 (for Other Income) and press <Enter>. Now the 
account description below the current transaction line reads Other 
Income and your cursor moves to the Unit Price field. 


The account number that automatically displayed, 40000, Sales, was 
the default account. Since we want to distribute this revenue toa 
specific account, 41000, Other Income, you must type this account 
number (41000); otherwise, the program will accept the default 
account number. 


5. Press <Enter> to skip the Unit Price field because we don’t need a 
unit price. Your cursor moves to the Tax field. 


6. Press <Enter> to accept the default tax code. Your cursor moves to 
the Amount field. 


7. Type 100 and press <Enter> two times. Notice the Sales/Invoicing 
window on the next page shows the two amounts entered for this 
invoice. The Invoice Total, including sales tax, is $158.95. 
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* Sales/Invoidng 


Customer ID: { TEESDALE [3] 
Bill to: Teesdale Real Estate Ship 1 hae Teesdale ¥ Mar 1, 201i Sj 


4555 Indian Lake Lane 
Marietta, GA 30069 Clear > 


Teesdale Real Estate Invoice No.: 


4555 Indian Lake Lane CO Drop ship 


= Tana 


| Marietta [GA [30069 


Customer PO Ship via Ship date Terms Sales rep A/R account 


hone v | =| [2] cswanton {J 11000 


Apply to Sales Order: 0.00 | Apply to Sales: 149.95 ] 7 


Quantity Item Description GL Account Unit Price Tax Amount 
5.00 EQFF-13120 Bell-Gro Plant All-Purpose Plastic Sprayer/Mister | 40000-EQ 


|. Hand Sprayer) Mister 


her noone 
ee 


[5] Apply tickets/expenses 


Customer Account as of Mar 1, 2011 Other applied credits 0 158.95 Invoice total 
| Balance: 7,578.42 

Credit limit: 50,000.00 

Credit status: Notify Over Limit 


[>] Amount paid at sale 5 158.95 Net due 


For purposes of this example, the cleaning service is taxed. In some 
states, services such as cleaning a parking lot would not be subject 
to sales tax. 


Discount Information 


At the beginning of this chapter you changed the sales discount for 
Teesdale Real Estate. Let’s check to make sure that the discount 
information is current for the invoice you just entered. 


1. Click on the arrow L] 
button to the right of Terms. 
This information is below 
the Ship To address. The 
Terms Information window 


—eaSeOUN Date: [Mar 16, 2011 
appears. Since the 


splayed Terms: [5% 15, Net 30 D 
Discount Amount was 


computed automatically on the items sold plus sales tax, the Discount 


this 
amount 
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Amount of 7.95 needs to be changed. In Peachtree, you can enter a 
different sales discount amount. 


In this example, the sales discount is calculated on the amount of the 
items sold which is $149.95. (Refer to the Sales/Invoicing window on 


page 122.) 
Items sold: $49.95 + $100 = $149.95 
Times sales discount .05 
Discount Amount $7.50 


5% sales discount 
is $7.50 


Mar 31,2011 
ae 


DiscountDate: [Mar16.2011 


: 


Date Due | 
i 


Discount Arnount 
149.95 X .05 


Displayed Terms [5% 15, Net 30D 


The Discount Date (March 16, 2011) is the date when the customer 
must pay to receive the discount. The Displayed Terms are the 
percentage of discount (5%), the time period in days for receiving the 
discount (15), and the number of days before the invoice is due (Net 
30)—5% 15, Net 30. 


3. (CHE to close the Terms Information window. 


POSTING THE INVOICE 


The sample company, Bellwether Garden Supply, uses real-time 
posting. When real-time posting is used, the transactions that you enter 
ii s 


r 
Save 


are posted when you select the 


icon. 


There is another type of posting included in PCA. It is called batch 
posting. When using batch posting, the transactions you enter are 
saved to a temporary holding area where you can review them before 
posting to the general ledger. 
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Follow these steps to save and post the invoice: 


1. Click E——. The Sales/Invoicing window is ready for another 
transaction. 


2. Close all windows. 
PRINTING (OR DISPLAYING) INVOICES 
Follow these steps to print the invoice for Teesdale Real Estate: 


1. From the menu bar, select Reports & Forms; Forms, Invoices and 
Packing Slips. 


2. Observe that the Forms Types field shows Invoices and Packing 
Slips highlighted. In the Forms list, select Invoice. 


G 


Payroll Checks 


Credit Memos 

Customer Labels and Letters 

Customer Statements 

| Employee Labels and Letters 

Purchase Orders +| 


| Reresints and Nennsits 


Forms: 


| 


Liny wiFroht & BO Pre ed 
| q5 Invoice 
i=} Invoice Continuous 
5) Invoice w/ Freight 
(2) Invoice w/ Freight & Backorder 
) Invoice w/ Ship To & Freight 
-) Invoice w/ Ship To Preprinted 
2) Invoice w/Freight Continuous 
>) Negative Invoice 
=) Negative Invoice Continuous 
i.) Packing Slip 
2) Service Invoice 
|) Service Invoice - Professional 
i) Service Invoice Preprinted 
_) Service Invoice w/ Item Detail 


| 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Customers 125 


3. Double-click Invoice. The Preview and Print Invoices and Packing 
Slips window appears. 


4. Inthe Filter customers by field select Teesdale in the ID and to fields. 


5. Click LG Retesnuit | 


Preview and Print Invoices and Packing Sips 


Print/E-mail } Print Setup | E-mail Options } 


[ @ Refresh list | } i 
Invoices to printfe-mail Select A 2 ait | 
|Unpanted invoices ai through [Mar 15, 2011 ica Customer !D Customer Name | Date { 


TEESDALE TeesdaleReal.. 03/01/11 


Number the firstinvoice: 4111 


Use this forrn: Invoice cal 


Customize this form 


Filter customers by: 


1p: TEESOALE [J to freESOALE [S] 


¥ 


Delivery method [Print and e-mail +] 


[¥ Include invoices & packing slips with 8 drop shipment 


PrintfE-mail | Print Preview | 


6. Select the E-mail Options tab. Select Print only a paper copy. 


Preview and Print Invoices and Packing Slips 


PrinE-mail | Print Setup E-mail Options L 


Use the following options to customize invoices being e-mailed 


Aions= =e 
| © Send an e-mail invoice only, do not print a paper duplicate 
| © Send an e-mail invoice and prints paper duplicate 


| © Print a paper invoice and send an e-mail duplicate 


; E-mail Optichs = 


| Yourfirst paper invoice number is: 


viher email invoices 


ch e-mail before ser 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


126 Chapter 3 


te CHCK [_PintPreview | Compare Invoice 101 to the one shown. 


cetire te hi l INVOICE 


Norcross, GA 30093-3203 Invoice Number: 101 

USA Invoice Date Mar 1, 2011 
Page 1 

Voice’ 770-724-4000 

Fax 770-555-1234 


Ship to: 
Teesdale Real Estate Teesdale Real Estate 
4555 Indian Lake Lane 4555 Indian Lake Lane 
Manetta, GA 30069 Marietta, GA 30069 


ae 5s 15, Net 0 Days 


CSWINTON 


EQFF-13 120 Bell-Gro Plant All-Purpose Plastic 
Sprayer/Msster 
QGeaned parking lot 


Ve 


Subtotal 149.95 
Sales Tax 9.00 
Total Invoice Amount 158.95 


Check/Credt Memo No Payment/Creditt Applied 


8. Click LE 
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Read Me: 


When | try to print Invoice 101, a Peachtree Accounting window 
appears that says There are no forms to preview. What should | do? 


1. Click OK 

2. Close the Select a Report and Forms window. 

3. On the Customers & Sales Navigation Center, select Sales Invoices; View 
and Edit Sales Invoices. 

4. Double-click Teesdale, Invoice 101, to go to the Sales/Invoicing window. 

5. Make the selections to Print from the Sales/Invoicing window. Compare 
Invoice 101 to the one shown above. 

6. Close all windows. 


Notice the Payment Terms are 5% 15, Net 30 Days. This is the 
information you entered for Customer Terms on pages 114-115. 


9. If you print the invoice, a message displays asking if the invoice 
printed and emailed properly. When you answer Yes, PCA updates 
invoice numbers and flags the invoice as printed so that it will not 

Yes | 


print again. Click L. 


10. Close all windows. 
ENTERING RECEIPTS 


Teesdale Real Estate has sent a check in payment of their invoice. 
Follow these steps to enter the following transaction. 


Date Transaction Description 


03/15/11 Received Check No. 8818 from Teesdale Real Estate in 
payment of Invoice No. 101, $151.45. (Hint: The sales 
discount is applied to the items sold in the amount of 
$149.95. Refer to Discount Information, step 2, pages 123.) 


The customer payment is calculated like this: 


Items sold: $149.95 
5% sales discount: (7.50) 
Sales tax: 9.00 


Customer payment: $151.45 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


128 Chapter 3 


1. From the Customers & Sales Navigation Center, click J 
Receive Money from Customer. The Receipts window appears. 


The Receipts window and Payments window look alike. There is a 
table in the lower half of the window that lists distribution lines for 
the current transaction. There is an icon bar at the top of the 
window. The item descriptions and account descriptions appear 
beneath each transaction line. The title bar identifies the window 
being used. In this case, the title bar says, Receipts. 


2. Your cursor is in the Deposit ticket ID field. Type 03/15/11 (the 
receipt date). This Deposit Ticket ID field defaults to the current date 
(today’s date) and is used to combine receipts for the bank 
reconciliation. Press <Enter>. 


3. In the Customer ID field, type the Customer ID for Teesdale: 
TEESDALE and press <Enter>. 


When you enter a Customer ID, the window shows a list of invoices. 
When the receipt is to pay for invoiced amounts, you can select an 
invoice from the list. The invoice amounts, including discounts, 
complete the Apply to Invoices table. 


4. Click on the Reference field. Type 8818 for the customer's check 
number (a Reference number must be entered). Press <Enter> key 
two times and the cursor moves to the Date field. 


On your window the Date field displays 3/15/11. This date is 
important because it is used by PCA to determine if a discount 
applies. For example, if the transaction date for the invoice was 
March 1, 2011, and the discount terms were 5% for 10 days, the 
receipt entered with a date of March 12, 2011 would miss qualifying 
for a discount. PCA automatically computes and displays the 
discount amount when one applies. 


5. The terms for Teesdale are 5% 15 days, Net 30. Since March 15, 
2011 is within the discount period, accept the March 15, 2011 date. 
Press <Enter>. In the Payment method field, select Check. Press 
<Enter>. 
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6. If the Cash Account field does not show Account No. 10200, Regular 
Checking Account, select it. Press <Enter>. 


7. |f necessary, select the Apply to Invoices tab. 


8. Click on the Pay box for Invoice 101. 


Heal oS Bale : 
Joumat Event Reports Altacki 


Receipt number: 
Customer ID lvl [TEESDALE ce : 
; Date: 


Deposit ticket ID: | 3/15/11 Reference: | 8818 
i 


Teesdale Real Estate Receipt amount: 
4555 Indian Lake Lane Do ee 
Marietta, GA 36069 

eee Cash account balance 


Payment method: | Chec i 
a 23,389.83 | 


| | Apply to Invoices: 151.45 Apply to Revenues: 0.00 


Invoice Description 


i 
| Biscount account: |49000 


Notice that the Discount field displays the amount of the discount, 
$7.50. The discount displays because payment was received within 
the discount period (5%, 15 days). Therefore, the customer gets the 
5% discount and the amount is automatically entered in the Discount 
field. Then, PCA automatically computes the check for the correct 
amount of the invoice: $151.45 (149.95 — 7.50 + 9.00 = $151.45). 
The Receipt Amount in the check portion of the Receipts window 
shows 151.45, Teesdale’s invoice minus the 5% discount, plus sales 


tax. 


9. Click L#_] to see the account distribution in the Cash Receipts 
Journal. 
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Accounting Behind the Screens 


Date: Mar15 2011 
Reference# 8818 


Totals 


7 
10. Click to close the Accounting Behind the Screens window. 


i 
11. Click and the receipt is posted. 


12. Close the Receipts window to return to Customers & Sales 
Navigation Center. 


ANALYZING CUSTOMER PAYMENTS 


How well does Bellwether Garden Supply manage its collections of 
payments from customers? To look at customers and aging amounts, 
use the Collection Manager. Follow these steps to learn how to use the 
Collection Manager: 


1. From the menu bar, click Analysis; Collection Manager. The 
Collection Aging bar graph appears. 
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lex] 


: i dass - e Pint nye | | gi oS. bore & Bet $3 


steph [Coturm a] Show: [aging As of 3/15/11 - As of Date: 


Show all custorners with balances over $0.00 and all types. 
Collection Aging 
Average Days “12 
| r pemiiecitecniesiaceecnieescimietmaeenainasctiatiinge tee nad ma Ret an Eg ce a en a fg RR A RAs RELI NE LENSES ECO NEN INANE een =F 1 
| 200000 i 
| 150000 - | 
100000 | | 
50000 | | 
| 
} 0 2 Over 90 days i 
z I 
There are four aging brackets along the horizontal or X axis: 0 - 30 
days, 31 - 60 days, 61 - 90 days, and over 90 days. The vertical or 
Y axis shows dollar amounts due. 
Brac et 
2. Click . The Total Bracket table is shown on the next page. 
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File Edit GoTo Window Help 


if 2 s 2 | go @ 
| Close Event Select. = Punt Det Letter 


DeysPast [Total +] AsofDete: [Mar 15.2011 [=] 


Show all customers with balances over $0.00 and all types 


Total Bracket 


Document Due 
| | Age Date Date Letter 
| . 
| | 19 Aldred Builders, Inc. - 10332 3/4/11 4/3/11 12997 C] 
| | 10 ArcherScapes andPonds 10209 223/11 3/25/11 737469 (1 

19 ArcherScapesandPonds = 10329 3/4/11 4faiv) 59.98 [J 
-30 ArcherScapesandPonds 10317 ane 44 4999 () 
-30 Archer Scapes and Ponds an5y 44rd -49.99 (_] 
18 Armstrong Landscaping 10119 W261. 2/25/11 9645.26 [J 
-9 Armstrong Landscaping 10120 ejeefit 3/24/11 555408 ([_] 


-14_ Armstrong Landscaping 10212 2ye7yit 3/29/11 737469 [_] +| 


Tatal 175,722.51 


The Total Bracket window shows the age of the invoice in days, the 
customer name, the reference (Ref) number, the document date or 
transaction date, the due date, the total amount due, and whether a 
letter was sent. 


3. Scroll down the window to highlight the invoice for Teesdale Real 
Estate (Age, -30; Ref, 10311; Amt Due, 5,238.12). Then, click 


on 


. The Customer Detail window is shown on the next page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15¢ 


Customers 133 


Giaph = Bracket = Source: Detail Letter Help 


Customer. Teesdale Real Estate Terms: 5% 15, Net 30 Day 


Contact/Ph: Wade Teesdale, 770-555-6485 Credit Lirnit "50,000 00 
Fax: 770-655-6490 


Total 12.816.54 


At this level you can see all of Teesdale Real Estate’s invoices. If 
you want to send a collection letter you can do that from this 


window. By clicking LES®_] on the icon bar you can send a 
collection letter. (If you print a letter, Peachtree defaults to a letter 
addressed to Thurman Golf Course Design.) 
4. Click L'88*_| to exit the Collection Manager. 

DISPLAYING THE CUSTOMER LEDGERS 

Peachtree’s accounts receivable system includes the customer ledgers. 

Customer Ledgers lists customers with detail transaction information 

including outstanding balances for each customer. 


To display the Customer Ledgers, follow the steps on the next page. 


1. From the Customers & Sales Navigation Center, link to View All 
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Customer & Sales Reports in the Recently Used Customer Reports 
area. If necessary, scroll down to the Recently Used Customer 
Reports area. The Select a Report or Forms window appears. 


2. Double-click Customer Ledgers. 


7 FQ 


olurnns 


3. The Customer Ledgers report appears. Click E . The Customer 
Ledgers/Columns window appears. Select Customer Terms. 


Columns Fonts 


6. column break? 


Show 


> 


m| Tite | 


wo 
> 
a 
= 
fi) 


[s] 
[s] 


Order Columns 


Ea 


Purch Order # 
Sales Rep 


ong 


4. click] A Terms column is added to the Customer Ledgers 


report. Scroll down the report to TEESDALE. Observe the terms are 
5% 15, Net 30 Days and the account balance is $12,816.54. The 
Collection Manager's Customer Detail window on page 133 shows 
the same balance. 


The Customer Ledgers showing Teesdale Real Estate is shown on 
the next page. 
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Bellwether Garden Supply 
Customer Ledgers 
For the Period From Mar 1, 2011 to Mar 31, 2041 


Fitter Criteria includes: Report order is by Name. Report is printed mn Detad Format 


— 


' Customer ID __ Date _Trans No _ ype DebitAmt CreditAmt Balance Terms 
: Customer : i 


' TACOMA 3/111 Balance Fwd 
| Tacoma Park Golf Course 344/11 10322 SJ 49.99 
3/15/11 10327 1,049.04 


2% 10, Net 30 Days 


: TEESDALE 


3/4/11 = Balance Fwd 
| Teesdale Real Estate S411 =. 101 SJ 158.95 37 
‘ 3/15/14 410344 SJ 5,238.12 975.49 
(351 8818 CRJ 7.50 7.50 12,975.49 
——eenenrensolte §— 3/45/41 8818 CRI 168.95 12,816.54 
' THURMAN 3/1/11 Balance Fwd g D 
; Thurman Golf Course Design 3/15/11 10343 SJ 9,998.00 43,608.39 
TRENT No Activity 0.00 2% 10, Net 30 Days 
‘ Trent Bank and Trust 
' WILLIAMS 33411 | 4452 CRJ 220.31 220.31 0.00 2% 10, Net 30 Days 
: Wiliams industries 315/11 = 10342V SJ 939.72 -939.72 
: 3/18I44 10372 SJ 939.72 0.06 
: Report Total 91,724.16 80,942.32 


Observe that the Report Total, 175,722.61, agrees with the Total 
Bracket table’s total on page 132. 


CREDIT MEMOS 


Credit Memos are returns to customers. Use the Credit Memos window 
to enter credit memos for customer returns and credits. You can apply 
credit memos to any existing sales invoice. All entries made on this 
window are posted to the General Ledger, customer records, if 
appropriate, and to inventory and job records. 


The customer ledgers should be displayed on your screen. Scroll up the 
customer ledger to Armstrong Landscaping. Observe that Armstrong 
Landscaping has a customer credit memo (CCM4002) on 3/2/11. Follow 
these steps to see how the credit was applied. 


1. The customer ledger should be displayed. Scroll up the Customer 
Ledgers window to Armstrong. 
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2. Double-click on the 3/2/11 CCM4002 trans 
Credit memos window. 


| @° Credit Memos 


Bill to: Armstrong Landscaping 
2300 Club Drive 
Suite A 

Norcross, GA 30093 


APPLIED 


Customer PO Terms 


Apply to Invoice No.: [10326 [vj | Apply to Sales: 0.00 


Ttem Quantity Returned Description 


Lawn and Turf Care Service 


ies - Landscape Services 


Group Prep and Cultivation Service 


Landscape Service 


;- Customer Account as of Mar 2, 2011 Other 

| Balance: 35,928.39 [>] 
Credit limit: 50,000.00 

Credit status: No Credit Limit 


3. Observe that there is a $99.97 Credit To 
window. You are returned to the Custo: 


the credit memo is subtracted from the b 
$36,028.36 — 99.97 = $35,928.39. 


4. Close all windows. 
BACKING UP CHAPTER 3 DATA 


Follow these steps to back up Chapter 3 data: 


1. From the Navigation Bar, click L_ == 
up. 


2. Click |_Backue | 


Company 


ee 


saction to drill down to 


A/R account 


0.00 


C 99.97 Credit total 


0.00 Net credit due 


1|. Close the Credit Memos 


_edgers. The amount of 


alance forward amount: 


: link to Back 
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Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 3 in the File 
name field. 


Click ST 


. When the window prompts that This company backup will require 


approximately 9.86MB, click Ea | When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 3. You are returned to the menu 
bar. 


Click File, Exit to exit Peachtree, or continue with the next section. 


INTERNET ACTIVITY 
1. | From your Internet browser, go to the book’s website at 


www.mhhe.com/yacht2011. 


2. | Link to Student Edition. 


3. | In the Choose a Chapter field, select Chapter 3. Observe that the 
Quizzes and More Resources list includes additional activities. In 
the Course-wide Content list, link Internet Activities; then link to 


Part 1 Internet Activities for Chapter 1-8. Select Open or Save. 


4. | Complete the Chapter 3 activity, AMERICAN ACCOUNTING 
ASSOCIATION — Chapter 3. Complete steps 1-3. 


5. | Write a summary about the site(s) you selected. Your summaries 
should be no more than 75 words or less than 50 words. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


ee 


Going to the net, page 138. 
Short-answer questions, pages 138-140. 
Exercises 3-1 and 3-2, pages 140-141. 
Assessment rubric, pages 141-142. 
Analysis question, page 142. 

Chapter 3 Index, page 143. 
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GOING TO THE NET 


Access the Financial Accounting Standards Board website at 
www.fasb.org. Select the About FASB tab; then Our People, link to 
Members of the FASB. (Going to the Net links are on the textbook 
website at www.mhhe.com/yacht2011; link to Student Edition, select 
Chapter 3.) 


1. How many board members serve on the Financial Accounting 
Standards Board? Do they serve part time or full time? 
2. What are the qualifications for the board members? 


Short-Answer Questions: In the space provided write an answer to the 
question. (The QA Templates include these questions, the Assessment 
Rubric, and Analysis Question at www.mhhe.com/yacht2011; Student 
Edition, select Chapter 3.) 


1. What icon(s) can be used to display lookup lists? 


2. Describe three ways to open a lookup list. 


3. If you want to look at a customer's account, what window do you 
open? Describe the selections. 
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4. What is the customer identification for Teesdale Real Estate? 


5. What is the sales discount for Teesdale Real Estate? 


6. What is the default discount for customers? 


7. Describe what happens when you use the Accounts Receivable 
subsidiary ledger. 


8. When you want to print an invoice in PCA, what are the steps? 
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9. How to you post a sales order to the controlling account in the 
general ledger and the customer subsidiary ledger? 


10. If you receive payment from a customer, what window do you use? 
Exercise 3-1: Follow the instructions below to complete Exercise 3-1. 
1. Start PCA. Open Bellwether Garden Supply. 
2. Restore data from the end of Chapter 3. This backup was made on 


pages 136-137. 
3. Record the following transaction. 


Date Transaction Description 


03/03/11 Bellwether Garden Supply sold one Rotary Mower — 
Riding 4HP to Teesdale Real! Estate, Invoice 102, 
$299.99; plus $18 sales tax; total, $317.99. (Hint: Do not 
enter an invoice number. Select the Apply to Sales tab. 
Type 1 in the Quantity field: select EQLW-14140; Bell- 
Gro Riding Lawn Mower - 4HP as the Item.) 


4. Print or post. (Hint: If you print from the Sales/Invoicing window, the 
sales invoice prints and posts.) 


5. Continue with Exercise 3-2. 
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Exercise 3-2: Follow the instructions below to complete Exercise 3-2. 


ile 


6. 


Record the following transaction: 
Date Transaction Description 


03/15/11 Received Check No. 9915 in the amount of $302.99 
from Teesdale Real Estate in payment of Invoice 
102. (Hint: Type 3/15/11 in the Deposit ticket ID 
field. Remember to use the check number in the 
Reference field. Calculate the discount on the 
item sold. On the Receipts window, type the 
appropriate amount in the Discount field. Do not 
include sales tax in the sales discount computation.) 


. Post the receipt. 


. Print the Customer Ledgers. Add a Customer Terms column to the 


Customer Ledgers report. Adjust the columns so that the Terms for 
each customer prints on the same page. 


. Back up Exercise 3-2. Use Exercise 3-2 as the file name. 


. Export the Customer Ledgers to Excel. Use Exercise 3- 


2_Customer Ledgers.xlsx as the file name. (Hint: Refer to pages 
45-47, Exporting Peachtree Reports to Microsoft Excel. A Terms 
column should be included on the Customer Ledgers.) 

Check your figures: Customer Ledgers balance, $175,722.51. 


Exit PCA. 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 3, Assessment Rubric link. To review 
Peachtree's journals, navigation centers, modules, and task windows, 
complete the blank fields online. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


142 Chapter 3 


Date 


Transaction 


Task 


Window | 


Journal 
Dr./Cr. 


ca 


3/3 


Bellwether Garden 
Supply sold one 
Rotary Mower - 
EQLW-14140 to 
Teesdale Real 
Estate, Invoice 102, 
$299.99; plus $18 
sales tax. 


Navigation 
Center/Module 


ie 


3/15 


Received Check No. 


9915 in the amount 
of $302.99 from 
Teesdale Real 
Estate. 


ANALYSIS QUESTION: 


With the Customers & Sales Navigation Center serving as the starting 


point to perform tasks related to Accounts Receivable, list four features of 
the Customer & Sales Navigation Center. 
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Employees 


LEARNING OBJECTIVES 


1. Restore data from Exercise 3-2. (This backup was made on page 
141.) 

2. Enter and store information using the Maintain Employees/Sales 
Rep window. 

3. Set up default information for payroll. 

4. Store constant information about payroll payment methods. 

5. Transfer funds from the regular checking account to the payroll 

checking account. 

Enter paychecks in the Payroll Entry window. 

Print employee paychecks. 

Complete the Internet Activity at www.mhhe.com/yacht2011. 

Export the Payroll Check Register to Excel. 

Make two backups and save one Excel file.’ 


CLO OS 


1 


In Chapter 4 you learn how PCA processes payroll. Once default and 
maintain employee information is set up, payroll is a simple process. The 


BS Employees & Payroll 

first step in setting up payroll is to go to the === : 
Navigation Center. Peachtree’s Employees & Payroll Navigation Center 
displays information and access points related to the company's 
employees. It includes a summary of employee information including 
1099 vendors and access to recently used employee reports. There is 
also an area called Peachtree Solutions, with links to additional 
resources such as checks and forms. 


On the left side of the Navigation Center, there is a diagram showing the 
flow of employee-related tasks. Click the icons to see menus that will 
take you where you need to go to perform those tasks. 


‘Refer to the chart on page 2 for the size of backup files. 
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Peachtree’s employees and payroll system is another example of the 
software’s modular design. Peachtree’s modules organize lists, . 
transaction windows, and reports related to a specific Navigation Bar 
selection. In Chapter 2, Vendors, you used Peachtree’s accounts payable 
system. In Chapter 3, Customers, you used Peachtree’s accounts 
receivable system. In this chapter, you see how the payroll system is 
organized. 


Another way to use Peachtree’s modules is to select Tasks or Reports & 
Forms from the menu bar. For example, if you select Tasks from the 
menu bar, observe that selections for Payroll—Select for Payroll Entry 
and Payroll Entry—are listed together. Observe that if you select Reports 
& Forms from the menu bar, there is a selection for Payroll. 


Some of the information that appears in the Employees & Payroll 
Navigation Center can be accessed with the drill down feature. Drill down 
is the act of following a path to its origin for further analysis. In certain 
Peachtree reports, click on a transaction to drill! down to the window that 
includes the original transaction information. From financial statements, 
you can drill down to the General Ledger report, and then use drill down 
again to see original transaction detail. You can also drill down to 
transaction detail from the Business Status selection, as well as from 
receipts and payments. i 


The diagram on the next page describes PCA’s payroll process. 
These steps show how payroll accounting is set up in PCA. 
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Set up Employee 
Defaults 
Select employees 
Enter tax information and define payroll fields 


Record 
transaction 


Employee 
Maintenance 


Select employees/sales reps Select payroll entry 


Set up employee rates and special Enter employee paycheck information 


deductions for a specific pay period 


GETTING STARTED 
Follow these steps to start PCA: 
1. Start Peachtree. Open the sample company, Bellwether Garden 


Supply. (If Bellwether Garden Supply is not shown, restore a New 
Company. Refer to the Read Me box on page 29.) 
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2. Restore your data from the Exercise 3-2 back up. 


a. From the Navigation Bar, select L a h link to 


Restore. (The backup was made on page 141. ) 


b. The Select Backup File window appears. If the Location field 
shows C:\Sage\Peachtree\Company\Sample\PCW\ 
BCS\Exercise 3-2.ptb (or your default location), click LM&#2 
(Or, click ae then select the appropriate location of the 
Exercise 3-2 backup file; click Lee |, 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 


C:\Sage\Peachtree\Company\Sample\PCW\BCS iz the 
appropriate location on your computer). Click | New> | 
d. The Restore Options window appears. Make sure that the box 
Next > 


next to Company Data is checked. Click 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click L/""__] When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. If necessary, remove the 
external media. 


Ll To make sure you are starting in the appropriate place in the data 


ie 


(Exercise 3-2.ptb backup) check the account balance for Teesdale 
Real Estate. 


Go to the Customers & Sales Navigation Center. Scroll down to the 
Customers list; click TEESDALE. The Maintain 
Customers/Prospects window shows a Balance as of Mar 15, 2011 


of $12,816.54. 
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2. Click $12,816.54 to drill down to the Customer Ledgers. Compare 
your Customers Ledgers report to the one shown below. 


Bellwether Garden Supply 
Customer Ledgers 


For the Period From Mar 1, 2011 to Mar 15, 2011 
Filter Criteria includes: 1} Ds: TEESDALE. Report order is by 1D. Report is printed in Detail Format 


Customer ID _ Date _TransNo Type DebitAmt Credit Amt Balance 
: Customer ; 


(TEESDALE™— S31 Balance Fw 7.578 42 
Teesdale Reai Estate 3/1/11 101 158.95 7,737.37 


3311 102 317.99 8,055.36 
3/15/11 10314 6,238.12 13,293.48 
3/15/41 8818 7.50 5 13,293.48 
3/15/14 8818 13,134.53 
3/15/44 9915 16.00 15 13,134.63 
3/15/41 9915 12,816.54 


Report Total 5,737.56 : 12,816.54 


3. Close all windows. 
DEFAULT INFORMATION 


PCA allows you to set up default information for your business. This 
information is important for payroll, customer receivables, and vendor 
payables. Bellwether Garden Supply already has the receivable and 


payable default information set up. Processing payroll is automatic once 
defaults are set up correctly. 


Follow these steps to set up payroll Default Information: 


. Employees & & Payroll | : 
ie ‘ then click 


1. From the Navigation Bar, select L 


Employees 4 


=|, Set Up Employee Defaults. Compare your Employee 
Defaults window with the one on the next page. 
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Employee Defaults 


oyee Defaults 


Custom Fields: What is this? Display Employee Name with 
Field Labels Enabled 


( Firstname first (John Q Doe} 
As [Position 


C Lastname first (Doe. John O) 


2. [Birthday 


Which screens are affected 
: [Spouse 
: [Emerg Contact 
; [Review Date 


Locality 


Locality a. 


Y More options ara in Ps 


There are five tabs on the Employee Defaults window: General, 
Employee Fields, Company Fields, Review Ratings, Employment 
Status. You can set up a lot of information within these tabs. This 
will make your payroll processing almost automatic. 


2. Click on the Employee Fields tab. 


adeno 23400 
Medicare | 23400 


ae a eT mi 
[vac Accn| [GAT vacapp [| | 
Brae eee cela eee cae) 
[VAC Remd [GA [VAC REM | | 


* Do you need to add 6 new benefit or deduction? Tell re how 
* Whata@re the Memo and Bun columns? 
* Rows that are disabled on this screen can be edited in Payroll Seattinas 
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Notice that there are numerous items checked in the Formula 
column: Fed_Income (FIT), Soc_Sec (FICA EE), Medicare 
(MEDICARE), State (**SIT), K401 (401K EE), VAC_ADD (vacation 
accrued), and VAC_REM (vacation remaining), SICK_ADD, 
SICK_REM, etc. (Scroll down to see the Field Name's complete list.) 
These fields work together with the payroll tax tables to calculate 
common employee deductions. 


The check marks in the Calc and Memo columns indicate common 
deductions. Bellwether Garden Supply computes Federal Income 
Tax, Social Security, Medicare, State Income Taxes, 401K, and 
vacation deductions. These deductions are calculated according to 
the appropriate tax tables and formulas entered for payroll 
deductions, 401K’s and vacation calculations. 


The accounts affected by paychecks are liability accounts set up 
specifically to handle these kinds of deductions. Notice that the GL 
Account field shows the account numbers. All the accounts that are 
checked off are liability accounts. You can also set up voluntary 
deductions (called allowances in PCA). Voluntary allowances that 
are individually entered on the employee paycheck could include gas 
allowances, union dues, and savings bonds. 


There is a Memo column with a place to put check marks for 
amounts that should not be posted to the company's books. The 
Memo check box is used when you want the employee record to 
show amounts not on the company's books. An example would be a 
restaurant business that needed to show employees' tips. 


3. Click on the Company Fields tab. The Company Fields tab is for the 
employer's portion of Soc_Sec_ER (Social Security), Medicare_ER 
(Medicare), FUTA_ER (Federal Unemployment Tax Act) SUI_LER 
(State Unemployment Insurance), and K401_ER (401K contribution). 
The Employee Defaults/Company Fields window is shown on the 
next page. 
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Employee Defaults 


Why should | setup these defaults? 


Soc_Sec_ ER} 23400 
Medicare "EAL? 23400 
FUTA_ER 23400 
SUILER 23400 


St2_Unemp_d 23400 


* Do you need to add a new benefit or deduction? Tell me how 
* Rows that are disabled on this screen canbe editedin Payroll Settings 


4. Click on the Review Ratings tab. You can add up to 10 performance 
ratings. 


5. Click on the Employment Status tab. This shows different statuses 
for Bellwether’s employees: Current Employee, Terminated, Leave 
of Absence, etc. 


6. Select to return to the Employees & Payroll Navigation 
Center. 


EMPLOYEE MAINTENANCE 
When default information is completed, PCA sets guidelines for 


processing the company's payroll. On the Maintain Employees/Sales 
Reps window, information is entered for each employee. 


1. From the Employees & Payroll Navigation Center, clic d 
View and Edit Employees. The Employee List appears. 
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2. Double-click BNUNNLEY; Nunnley, Brandee. The Maintain 
Employees & Sales Reps window appears. Let's look at this 
employees’ record. (Hint: In Chapter 15, you learn about Peachtree’s 


payroll features in more detail.) 


4 e Maintain Employees & Sales Reps 


Fie Edit GoTo Window Help ‘ : 
@Chse “New 7 ust ElSave G Save & New 7 Moeete § ac Fa ID WiEvent LALog i sLetters . 
Maintain Employees & Sa! 


“employer ID: om ae | Employer [inactive 
On of Soe 
oe Name: [erandee Nunniey Suftix ickoame 2 Rep 


General | Additional Info | Pay Info| wrhhoiding Info| Vacation/Sick Time | Employee Sel Company Fels | 


Reports ~ {| Attachments 4) Outlook 


Address: [2777 Sweetwater Trai Home phone: [770-55 
| aS Work phene: [770 
, ST, Zip: " { : = 
Oty, ST, Zip: {Norcross GA |30093 ‘ ree r 


Add PAGIG 


Coney : [ast Rowe: aE 3 
fon sapere peacht <, Socal Security Ho.: j 
E-mat 2! {ST ae _Employee Bes Beginning Balances | | 
-- Customizable Fields as eee ei cies sea herent esha? nce Geman: 
* Postion * Emerg. Contact 
[Retat Cerk : Sn Nunniey 


 * Birthday : en Jil SOOTY SERS i 
[29-Feb may 27, 2010 
* spouse - 


Bohn a 


: vent ifilog gysbetters Reports « § Attachments «. Outiack 


Maintain Employees & Sales Reps 


Employee 10; [BNUNNLEY ey eres 


Name: [Brandee ( [Nunniey S 


4,210.25 
31,466.50 
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Observe there is a Performance Reviews button. Select 


to see if any information has been added for this 


employee. On page 152, the Employee Defaults window included a 
Review Ratings tab. When the Review Ratings tab is selected up to 


ten performance ratings can be set up. Click E close |. You are 


returned to the Maintain Employees & Sales Reps window; the Pay 
Info tab is selected. 


Notice the following about Ms. Nunnley: 


a. She is paid a salary of $1,210.25. 
b. She is paid bi-weekly (once every two weeks). 


4. Click on the down-arrow in the Employee !D field. 


5. Select employee DCARTER; Drake V. Carter. Select the Pay Info 
tab. Notice that Mr. Carter is paid an hourly wage of $9.00; overtime 
pay of $13.50; and special rate of $18.00. Observe that Mr. Carter is 
paid bi-weekly. 


6. Close all windows. 


PAYROLL SYSTEM 


Once employee default information is set up, PCA automates the payroll 
process. Now that you have looked at Bellwether’s payroll defaults, you 
can see how easily PCA computes and prints paychecks for hourly and 
salaried employees. 


Transferring Cash to the Payroll Checking Account 

Before making a payroll entry, you need to transfer $8,000 from Account 
No. 10200, Regular Checking Account; to Account No. 10300, the Payroll 
Checking Account. The following transaction is recorded in the general 
journal. 


Date Transaction Description 


3/29/11 Transfer $8,000 from the regular checking account to 
the payroll checking account. 
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Follow these steps to record this transaction in the general journal. 


1. From the Navigation Bar, click - a I link to 
General Journal Entry. The General Journal Entry window appears. 


2. Select or type 29 as the date. Click on the Reference field. Type 
Transfer in the Reference field. Press the <Enter> key two times. 


3. Your cursor is in the GL Account field. Select Account No. 10300, 
Payroll Checking Account (or you can type 10300). Press <Enter>. 


4. Your cursor should be in the Description field. Type Payroll 
Checking Account (or you can type a description) in the Description 
field. Press <Enter>. 


5. Type 8000 in the Debit field. Press the <Enter> key three times to go 
to the Account No. field. 


6. Your cursor should be in the GL Account field. Select Account No. 
10200, Regular Checking Account. 


7. Type Regular Checking Account in the Description field. Press the 
<Enter> key two times to go to the Credit field. 


8. Your cursor is in the Credit field. Type 8000 in the Credit field. Press 
<Enter>. Observe that at the bottom of the General Journal Entry 
window, the Out of Balance field shows 0.00. This shows that debits 
equal credits, therefore, out of balance equals zero. 


Compare your General Journal Entry window to the one shown on 
the next page. 
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ip General Journal Entry 


Type account Journal Entry 
name or ; 


Date:|Mar 29, 2011 |=] O Reverse Transactio transaction 
Reference:[Transfer Van description. / 


GL Account Descriphifn” : Debit ke Credit 


I 
a 
' 
i 
{ 


10300 | Payroll Checking Account 
Payroll Checking Account 

10200 Regular Checking Account 
Regular Checking Account 


Totals 


Out of Balance = 0.00 Out of Balance 


— 
LJ 
9. Click L23"*_| to post the entry to the general ledger. 


10. Close the General Journal Entry window. 
Payroll Entry for a Salaried Employee 


In the next section you enter paychecks for these two employees: 
Brandee M. Nunnley and Drake V. Carter. When processing payroll 
checks, the information stored in Default Information and in the Maintain 
Employees file is important. Processing payroll is simple once you have 
set the defaults correctly. 


Follow these steps to see how a paycheck for a salaried employee is 
done. 


jy Employees & Payroll 


1. From the Navigation Bar, select 


, ] 


Pay 


Employees «| Enter Payroll For One Employee. The Payroll Entry 


window appears. 
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2. In the Employee ID field, type BN for Brandee M. Nunnley and press 
<Enter>. 


3. To print a check, leave the Check Number field blank by pressing 
<Enter>. If you type a check number, PCA prints Duplicate on the 
check. 


4. Type 29 in the Date field, then press <Enter>. (Remember you can 


also click on the Calendar icon ti and select 29. If necessary, 
enlarge the Payroll Entry window.) Your cursor goes to the Cash 
Account field. This check will be charged against the Payroll 
Checking Account (Account No. 10300) which is displayed in the 
Cash Account field. 


5. Press <Enter>. Your cursor is in the Pay Period Ends field. Type 29 
then press <Enter>. Your cursor goes to the Weeks in Pay Period 
box. The number 2 is displayed. Ms. Nunnley is on a bi-weekly pay 
period which means that Ms. Nunnley has two weeks in her pay 
period. 


Notice that Brandee M. Nunnley has a Salary Amounts table that 
includes Salary, Bonus, and Commission. If necessary, these 
amounts can be adjusted. All of the Taxes - Benefits - Liabilities 
fields that were completed, which include Fed_ Income, Soc_Sec, 
Medicare and State tax, etc., have been calculated and display as 
negative amounts. They display as negative amounts because they 
decrease the check amount. The amounts shown as positive 
numbers are not deducted from the employee’s check. Once payroll 
defaults and employees are set up, payroll processing is easy. 
Compare your Payroll Entry window for Brandee M. Nunnley to the 
one shown on the next page. (Hint: A partial window is shown. To 
see all the amounts, scroll down the Amount column.) 
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=x 


i Payroll Entry 
Fie Edit GoTo Window Help 


~ Payroll Entry GG] 


Bellwether Garden Supply 


+ ~- —_ 
Date: |! mar 29 01 5} 
Employee 1D: [ BNUNNLEY Is] 251.43] | 


One Thousand Fifty-One and 48/100 ==**=*"=*""5=ss"s"=s=seeeeensenensneneccnwnn= a oflar 


Cash Account Balance 
11,711.09 | 4s 


Pay Period Ends 
Mar 29, 2011 Sj 


Weeks in Pay Period [8] 


Pay to the Brandee M. Nunniey 
Order of; 2777 Sweetwater Trail 
Norcross, GA 30093 


Salary Amounts 
Salary Fields 


77500 
75100 


VAC_Remir 


VAC Taken 


72000 


Add another pay type Gross Pay: 1,210.25 


Observe that the Cash Account Balance field on the upper right side 
of the Payroll Entry window shows 11,711.09. This is because the 
default is to recalculate the cash balance automatically for receipts, 
payments, and payroll entries. From the menu bar, select Options, 
Global, and notice that a check mark <v > is placed next to the 
Recalculate cash balance automatically in the Receipts, Payments, 
and Payroll Entry field. If your balance field does not show an amount, 
then place a check mark in the recalculate cash balance automatically 
field. Also, notice that Ms. Nunnley’s paycheck amount is $1,051.48. 


6. Click J to post this payroll entry. 


Payroll Entry for an Hourly Employee 


1. Inthe Employee ID field, click E&l. select Drake V. Carter. 
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2. If necessary, type 29 in the Date field and press <Enter> two times. 
3. If necessary, type 29 in the Pay Period Ends field. 
Since Drake V. Carter is an hourly employee, the Hours Worked 


table lists his regular and overtime hours. If necessary, these 
categories can be adjusted. 


4. To see how to adjust the hours that he worked, do the following: in 
the Hours Worked table, click on Overtime. The Overtime row is 
highlighted. Make sure your cursor is in the Hours field. Type 3 and 
press <Enter>. Notice that the amounts in the Taxes - Benefits - 
Liabilities fields are automatically adjusted. The check amount also 
changed. 


@ Payroll Entry _ _ — iE x] 
Fie Edt GoTo Window Help | 
ee = 


6 é & $= eee eo = ie @ 
New lit Save Pie 7 Delete Jounal Event. Repots atch Help 


Bellwether Garden Su llakanaieen 
t 
ply Check Number: i q 


Employee ID: | DCARTER 


Five Hundred Eighty-Five and 23/100 “***"******=*s=«sesexe-sanannxsenne SRERESE SE KES EES ESES SEK E SHR ES 


Pay to the Drake Y. Carter 
Order of: 1679 Chattahoochee Lane 
Flowery Branch, GA 30542 


Hours Worked 


fits - Liabilities 
Name Account Amount | 
ee 23400 “84.08 SJ 
Soc Sec : 23400 47.15 oJ 
j SaeailttonctS — - = 
| Medicare : 23400 
State 23600 
a1 

KAOT _ : 23300 
VAC_Accrue : Memo 
VAC Taken. aS x Memo 


Mento 
Memo. 


23350 
| Dental eo : _ | 23350 0.00 


: : s - + 
[7 2000 | 


Adg another pay type Gross Pay: 760,50 Change order of payroll fields 


Observe that the Cash Account Balance field on the upper right side of 
the Payroll Entry window changed to 10,659.61. This is because the 


default for Peachtree is to recalculate the cash balance automatically for 
receipts, payments, and payroll entries. (If your Cash Account Balance 
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did not automatically recalculate, refer to Chapter 1, page 16 step 1d; 
Other Options area, Recalculate cash balance automatically in 
Receipts, Payments, and Payroll Entry should be checked.) 


LI 
5. Select to post this paycheck. Close the Payroll Entry window. 


Printing Payroll Checks 


Similar to vendor disbursements, there is a choice: you may print each 
check as you enter it in the Payroll Entry window or you can print all the 
checks at once. Batch posting involves printing checks before posting. 
Real time posting allows you to print checks later. Since real-time posting 
is used with Bellwether, you print checks later. (You may also use the 
Preview icon to display checks instead of printing them.) Follow these 
steps to print the checks previously entered in the Payroll Entry window. 


1. From the Recently Used Employee Reports area of the Employees & 
Payroll Navigation Center, link to View All Employees & Payroll 
Reports. The Select a Report or Form window appears. Observe that 
in the Reports list, Payroll is selected. 


2. On the Select a Report or Form window, click on the Forms tab. 


3. In the Form Types list, select Payroll Checks. 


4. In the Forms list, double-click OCR Multi-Purpose PR Laser. The 
Preview and Print Payroll Checks window appears. 


5. In the Include checks through field, select March 29, 2011. 
6. Type 1294 in the Number the first check field. 


7. In the Filter employees by field, select |D, Brandee M. Nunnley; to 
Drake V. Carter. 


8. Click ce | The two employee names, both check 


marked, appear in the table on the right side of the Preview and Print 
Payroll Checks window. 
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|Preview and Print Payroll Checks 


Print/E-mail L Print Setup it £-mai}| Options ? 


Select Ail, 1 


Include checks through: Mer 29, 2011 beg 
= BNUNNLEY Brandee M.Nun.. 03/29)" 
Cash account fio300 Is] DCARTER Drake V. Carter 03/29/11 
Number the first check, fi 294 


Use this torm [ocr Multi-Purpose PR Laser 


Customs 


Filter employees hy 


10. IBNUNNLEY Ig] to [OCARTER [S| 


~ BrintfE-mail | Print Preview | Cancal | Help | 


9. Click L_EmmtPrevew | The Print Preview window appears. The top 


portion of Brandee M. Nunnley’s check is shown below. 


Brandee M. Nunniey Employee 1D: BNUNNLEY 
Sodal Sec # xxx-xx 6894 
Year to Date 
Grass ; 4,841.00 Tota! 
Fed income . -252.57 Salary 4.210 25 
Soc Sec - -300.16 
Medicare -17.55 -7020 
State - -197 61 
VAC Accrue 412.32 
VAC Remain 12.32 
SICK Accrue 40.00 
SICK Remain 3 46.00 


Net Chedc $1,051.48 1,210 25 


Pay Period Beginning Mar 16, 2011 Check Date: 3/29/11 
Pay Period Ending Mar 29, 2011 Weeks in Pay Period 2 


Check Number, 1294 Mar 29, 2014 


1051.48 


One Thousand Fifty-One and 48/100 Dollars 


Brandee M. Nunniey 
2777 Sweetwater Trail 
Norcross, GA 30093 
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> | 
10. Click to see Drake V. Carter's check. The top portion of 


Drake V. Carter’s check is shown below. 


Drake V_ Carter Employee 1D. DCARTER 
Soaal Sec # xxx-xx-8990 
This Check Year to Date 

Gross 760.50 2,920.50 Hours Rate 
Fed Income -8408 -362.21 Reaular 80.00 9 00 
Soc Sec -47.15 -181.07 Overtime 3 00 13 50 
Medicare -11.03 4235 
State -33.01 -124.75 
VAC Accrue 3.08 12.32 
VAC Remain 3.08 12 32 
SICK Acctue 40.00 40.00 
SICK Remain 40.00 40.00 


Net Check $585.23 33 00 
Pay Penod Beginning Mar 16, 2011 Check Date: 3/29/11 


Pay Period Ending Mar 29, 2011 Weeks in Pay Period 2 


Check Number. 1295 Mar 29, 2011 


Five Hundred Eighty-Five and 29/100 Dollars 


Drake V_ Carter 
1679 Chattahoochee Lane 
Flowery Branch, GA 30542 


P=s 
= 
11. Click to print the Check No. 1294 and 1295. 


Observe that the employee statement information (also known as the 
pay stub) is printed first, then the actual check is printed. 


12. A window appears that says Did the Checks print properly and is it is 
OK to assign the check numbers to the checks? If your checks are 


A Yes 
correct, click Bees | 


13. Close the Select a Report or Form window to return to the 
Employees & Payroll Navigation Center. 
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Comment 


In Chapter 15, Employees, Payroll, and Account Reconciliation, you learn how to set the 
defaults for the payroll accounts. Each employee and employer deduction will be set for 
individual liability accounts and expense accounts. The sample company is used as an 
example of automatic payroll processing but does not reflect correct payroll accounting 
procedures. 


JOURNAL ENTRY FOR PAYROLL 


What happens when you post payroll? In the most common case, the 
Cash Account that you entered in the Payroll Default window is 
automatically credited for the net paycheck amount when you post payroll 
checks. The employee salary expense account is debited for the gross 
amount of the check and any deductions you use are credited. The 
following table shows the payroll journal entry for the hourly employee, 
Drake V. Carter. 


Account Description | Debit Credit | 
Wages Expense (Regular Hours) ail inot20000 fe 
Wages Expense (Overtime Hours) 40.50 | 
Federal Payroll Taxes Payable (Fed_Income) 84.08 | 
Social Security (Soc_Sec for the Employee) | 47.15 
Medicare (Medicare for the Employee) | 11.03 
State Payroll Taxes Payable 33.01 
Payroll Checking Account 565i23 


BACKING UP CHAPTER 4 DATA 


Follow these steps to back up Chapter 4 data: 


1. From the Navigation Bar, click fea “OmPAnY 
up. 


> Click |_Backup | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 4 in the File 
name field. 


‘ link to Back 
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6. 


Chapter 4 


Click eal 


When the window prompts that This company backup will require 


approximately 9.87MB, click Lox] When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 4. You are returned to the menu bar. 


Click File, Exit to exit Peachtree, or continue with the next section. 


INTERNET ACTIVITY 


From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 


Link to Student Edition. 


In the Choose a Chapter field, select Chapter 4. Observe that the 
Quizzes and More Resources list includes additional activities. In the 
Course-wide Content list, link Internet Activities; then link to Part 1 


Open 


Internet Activities for Chapter 1-8. Select 


If necessary, scroll down to THE AMERICAN INSTITUTE OF CPAs - - 
Chapter 4. Complete steps 1-3. 


Using a word processing program, write a summary about the site(s) 
you selected. Remember to include the website address(es) of each 
link. Your summary should be no more than 75 words or less than 50 


_| words. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


RE ee Go 


Going to the net, pages 164-165. 
Short-answer questions, pages 165-167. 
Exercises 4-1 and 4-2, page 168. 
Assessment rubric, page 169. 

Analysis questions, page 169. 

Chapter 4 Index, page 170. 


GOING TO THE NET 


Access the SmartPros website at http://accounting.smartpros.com/ . 
Move your cursor over Career Center. From the Career Center list, 
select Career Resources, then link to Effective Salary Negotiation. The 
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URL is http://accounting.smartpros.com/x28536.xml. Read the Effective 
Salary Negotiation article. Answer the following questions. (Going to the 
Net links are on the textbook website at www.mhhe.com/yacht201 1; link 
to Student Edition, select Chapter 4.) 


1. What skills should you objectively evaluate? 
2. List three factors that affect starting salary. 


Short-Answer Questions: In the space provided, write an answer to the 
question. 


1. Draw the diagram that shows how payroll accounting is done in PCA. 


2. When setting up payroll defaults, what is the first step? 
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3. Identify the five tabs on the Employee Defaults window. 


4. What is the Maintain Employees/Sales Reps window used for? 


5. What do the check marks in the Calc column of the employee 
defaults indicate? Explain. 


6. What is the difference in the appearance of the Payroll Entry window 
for an hourly employee and a salaried employee? Explain. 
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7. Why do the employee deductions display as negative amounts on 
the Payroll Entry window? 


8. What are the gross pay amounts for Brandee M. Nunnley and for 
Drake V. Carter? Include Mr. Carter’s overtime pay. 


9. What is the net pay for Brandee M. Nunnley and for Drake V. 
Carter? Include Mr. Carter’s overtime pay. 


10. What is the fundamental purpose of the AICPA? (Hint: Refer to the 
Internet Activity to answer this question. ) 
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Chapter 4 


Exercise 4-1: Follow the instructions below to complete Exercise 4-1: 


ie 
2 


4. 


5. 


Start PCA. Open Bellwether Garden Supply. 


Restore data from the end of Chapter 4. This back up was made on 
pages 163-164. 


Record the transaction below. 

Date Transaction Description 
03/29/11 Record paycheck information for Brandon A. Hugley. 
Post the payroll entry. 


Continue with Exercise 4-2. 


Exercise 4-2: Follow the instructions below to complete Exercise 4-2: 


ae 


Record the following transaction: 

Date Transaction Description 
03/29/11 Record paycheck information for Derrick P. Gross. 
Post the payroll entry. 


Print Check Nos. 1296 and 1297. (Hint: The Include checks through 
field should show Mar 29, 2011; the Number the first check ice 


should display 1296. If not, type 1296. Click Lam Retreshiist J 
Remember to select From Brandon A. Hugley To Derrick P. Gross. ) 


. Print the Payroll Check Register. (Hint: In the Recently Used 


Employee Reports area of the Employees & Payroll Navigation 
Center, link to Print the Payroll Check Register. Accept the default for 
This Period.) 


Close all windows. Back up Exercise 4-2. Use Exercise 4-2 as the file 
name. 


Export the Payroll Check Register to Excel. Use Exercise 4- 
2_Payroll Check Register.xlsx as the file name. 


Check your figures: Payroll Register, 3/1/11 thru 3/31/11, 
$37,051.02 
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ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 4, Assessment Rubric link. To review 
Peachtree's journals, navigation centers, modules, and task windows, 
complete the blank fields online. 


Navigation Task Journal 
Date Transaction Center/Module Window Dr./Cr. 
3/29 | Record paycheck 
information for 
Derrick P. Gross. 


ANALYSIS QUESTIONS 


1. What pay methods does Bellwether Garden Supply use to pay 


employees? Briefly explain how you determine Bellwether’s pay 
method. 


2. Are all employees paid the same way; for example, bi-weekly? 


Explain how to determine the frequency with which an employee is 
paid. 
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CHAPTER 4 INDEX 
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Inventory, and Internal 
Control 


LEARNING OBJECTIVES 


1. Restore data from Exercise 4-2. (This backup was made on page 
168.) 
Enter a new account in the Chart of Accounts. 
Look at Peachtree’s budget feature. 
Record and post a General Journal entry to transfer funds. 
Display the General Ledger Trial Balance. 
Set up an Inventory Item. 
Record an inventory adjustment. 
Look at Peachtree’s internal controls, user security and access, and 
audit trail. 
9. Complete the Internet Activity online at www.mhhe.com/yacht201 1. 
10. Export General Ledger Trial Balance to Excel. 
11. Make two backups and save one Excel file. 


Oe ny Oo gee 


In Chapter 5, the General Ledger Chart of Accounts is used; and you 
continue to work with the sample company, Bellwether Garden Supply. In 
Parts 2 and 3 of the textbook (Chapters 9-14 and Projects 1 through 4A), 
11 companies are set up. In other words, sample company data is not 
used. When a new company is set up, the following initial steps are 
performed: set up a chart of accounts and enter beginning balances or 
budget amounts. 


This chapter also shows you how to use PCA's Inventory system. PCA 
lets you track inventory items both at the purchasing and the sales level. 
When an inventory item is set up, the General Ledger accounts that are 
updated by purchases and sales are established. PCA keeps track of 
cost of goods sold, stock levels, sales prices, and vendors. PCA uses a 
perpetual inventory system. In a perpetual inventory system, an up-to- 
date record of inventory is maintained, recording each purchase and 
each sale as they occur. 
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We: 


Chapter 5 


Another Peachtree feature is user security. On pages 197-205, Security 
and Internal Control, you look at how Peachtree keeps company data 


secure. 


PEACHTREE HELP: CHART OF ACCOUNTS 


In accounting you learn that a chart of accounts is a list of all the 
accounts used by a company showing the identifying number assigned to 
each account. PCA includes over 75 sample companies' Charts of 
Accounts. A Chart of Accounts can be set up from scratch or you can 
select an industry-specific simplified or extensive Chart of Accounts. 


To see the sample Charts of Accounts, follow these steps: 


1. Start PCA. Open Bellwether Garden Supply. (If Bellwether Garden 
Supply is not shown, restore a New Company. Refer to the Read Me 


box on page 29.) 


2. Click Help; Peachtree Accounting Help. The Peachtree Help window 
appears. Peachtree’s help is also called online Help. Peachtree Help 
topics are displayed in the HTML (Hypertext Markup Language) Help 


Viewer. 


3. If necessary, 
click on the 
Index tab. 


4. Inthe Type in 
the keyword to 
find field, type 
sample. The 
words, sample 
charts of 
accounts, are 
highlighted. 
Click 


Display 


EB’ Peachtree Help ENS fee a es og 
e © 4 @ 


Back Forward Home Pint Glossary 


-lo}x| 


-|| Navigation Bar 


sample charts of accounts «| | & How Do I... 
sample company ta : F 
sample data The Navigation Bar appears at 
exponngeengls company | the left side of the Peachtree 
in forms design | P 
Save As window (reports/forms/import/exe main window and offers 
aree access to "pages" called 
ack ups . a 
A Navigation Centers. They 
provide information about and 


customized forms 
customized import/export templates 
| access to the Peachtree 
program: 


customized reports/forms/financial state: 

customized reports/forms/financial state: 
scalable fonts 
scheduling 

action items 

automatic backup 

online backups (overview) 

online backups (procedure) 

recurring to-do tasks | e Customers & Sales 
scheme, cojor 
school 
screen resolution 


scrollable, defined 
Camorah Unin fiemation 


Complete and higher only) 


Vendors & Purchases 


Inventory & Services 


Employees & Payroll 
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5. The right pane shows sample charts of accounts by industry. 


Masaru on 


Hide Back Forward Home Print Glossary 
Conte ns(osen )se arch i i 
Type in the keyword to find: 


fi e 
; imple charts of accounts 
SEI 


amp! 

SoMIpTS TOMpPaNy 

sample data 
exploring sample compa 
in forms design 4 

Save As window (reporta/fg 

saving 13 
back ups 

| customized forms. 
customized imporvexpo: 
customized reports/formg 
customized repors/form 

scalable fonts 

scheduling 
acton ites 
automatic backup 
online backups {o 
online backups {pr 
recurring to-do task 

scheme, color 

ischool 

|screen resolution 

scrollable, defined 

Search Help function 

searching 
for Help topics 

| for items ina list 

| forrecords or transactions od 

for text on reports 

for transactions 

for transactions, fips 

security 

and Navigation Centers 

| logging in to Peachtree 


| Select the type of industry below that closely matc 
i more about how Peachtree can help you when setti 
| managing your business. 


la 


§ yours to learn 
up and 
Topic } 


emplates 
ancial statet 
mancial state: 


™~, 
Sample charts of } 
accounts by | 
industry y 

«3 oe ail 


Navigation 
pane 


‘ Auto Repair Company 

/ || Automobile Dealer 

: B 

i Bakery Shop 

Beauty Salon 

Building Material Suppiier 


Business Management Services 
1c 
| Caterer 


Display | Cemetery 


Observe that there are three panes on the Peachtree Help window: 


> On the left side of the window is the Navigation pane. It contains 
three tabs: Contents, Index, and Search. Use the Navigation 
pane to browse or search for topics. 


> On the right side of the window is the Topic pane. The topic 
pane displays each Help topic or Web page selected in the 
Navigation pane. In this example, the topic pane shows charts of 
accounts by industry. 


> The third pane is the toolbar, located below the Peachtree Help 
title bar. The toolbar is similar to Internet Explorer’s toolbar. 


6. On the topic pane (right side), click Accounting. The Accounting 
Agency window appears. Scroll down the window. In the What do 
you want to do next? area, click Display a sample chart of accounts. 
A sample chart of accounts for an Accounting Company appears. 
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7. Click on the Peachtree Help title bar to close the Help window. 


GETTING STARTED 
1. PCA ’s Navigation Bar should be displayed. 


2. Restore your data from the Exercise 4-2 backup. 


: Company 
a. From the Navigation Bar, select ES : “Fi link to 


Restore. (The backup was made on page 168.) 


b. The Select Backup File window appears. |f the Location field 
shows C:\Sage\Peachtree\Company\Sample\PCW\BCS\Exercise 


a z fe default location), click LU"). (Or, click 
Browse | then select the appropriate location of the Exercise 
4-2 backup file; click Lnet> |) 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 


C:\Sage\Peachtree\Company\Sample\PCW\BCS, 3 the 
appropriate location on your computer). Click | Newt> | 


d. The Restore Options window appears. Make sure that the box 
next to Company Data is checked. Click Le 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click L&""__] When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. If necessary, remove 
external media. 
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= To make sure you are starting in the appropriate place in the data 
(Exercise 4-2.ptb backup) check the Payroll Check Register. Link 
to the Payroll Check Register from the Employee's & Payroll 
Navigation Center. Make sure Check Nos. 1294-1297 are listed. 
A partial Payroll Check Register is shown below. 


Bellwether Garden Supply 
Payroll Check Register 
For the Period From Mar 1, 2011 to Mar 31, 2014 


Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format 


Reference «Date »-Employee Amount 
1287 3/15/11 | Susan T_ Prichard 559 22 ; 
1288 3/16/11 = Samuel R. Prather 1,148.62 
1289 3/15/11 Thatcher G. Leverne 759.00 
1290 3/15/11 Tim O. Maske 1,380.01 
1291 3/15/11 Tyler F. Riddell 756.11 
1292 3/16/11 Virginia L. Ansell 965.72 
1293 3/15/11 Vincent O. Kilborune 759.00 
1294 3/29/11 Brandee M. Nunnley 1,051.48 
1295 3/29/11 Drake V. Carter 585.23 | 
1296 3/29/11 Brandon A. Hugley 650.25 
1297 3/29/11 Derrick P. Gross 1,058.8 
3/1/44 thru 3/31/14 37,631.02 
3/1/11 thru 3/31/44 37,631.02 


3. Close all windows. 


Chart of 
4. From the Navigation Bar, selectL®* ey Sse F 
New Account. The Maintain Chart of nee Window appears. 


5. To add a new Money Market account, follow these steps: 


a. In the Account ID field, type 10500 and press <Enter> 
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b. Your cursor is in the Description field. Type the name of the 
account Money Market Fund, and press <Enter>. 


c. Your cursor is in the Account Type field. There is a drop-down list 
indicated by a down arrow. The default Account Type is Cash. 


*Account Type: |v] 
J. In the Account Type 


field specify the kind of account you are creating; for example, 
Cash, Cost of Sales, Equity-doesn't close, Equity-gets closed, etc. 
Select the drop-down list by clicking on the down arrow in the 
Account Type field to display the list of available account types. 
Make sure Cash is highlighted and press <Enter>. The Account 
Type is important; it sorts each account on the financial statements. 
Compare your Maintain Chart of Accounts window to the one 
shown below. (The top portion of the Maintain Chart of Accounts 
window is shown.) 


i Maintain Chart of Accounts 

Fle Edit GoTo Window Help 

@Cose © New ~ Lst GJSave Save & New 3 Delete Reports - staan 
Maintain Chart of Accounts 


*Account ID: |10500 Ho]. 9 
Description: |Money Market Fund 
*Account Type: En Sa ~| [ Account Beainning Balances 


Remember to check the Account Type field. The selection made 
in the Account Type field classifies accounts on the financial 
statements. 


6. Click then close to return to the Company Navigation 
Center. 
BUDGETS 


Bellwether Garden Supply already has a budget set up. To see 
Bellwether’s budget, follow these steps. 


1. From the Company Navigation Center, click LI%% WA): View and Edit 
Budgets. The Maintain Budgets window appears. Let’s examine 
what it shows. If necessary, enlarge the window. 
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Observe that the Maintain Budgets window shows an icon bar with 


2) Cale jo Reports + () Attachments 


The author recommends that if you are attaching Peachtree reports 
in an email to your instructor, Excel attachments be used. 


The Maintain Budgets window defaults to Income Statement 
Accounts. This is shown in the Account Filters/Type field — 


Seocount Filters 


Type: | Income Statement Accounts I> | 


The Maintain Budgets window lets you build a forecast of dollar 
amounts for selected accounts for each fiscal period. You can filter 
the accounts you budget for by account type (income statement 
accounts, expenses, etc.). For example, the amount budgeted to 
Account No. 40000-AV, Sales - Aviary for 3/31/11 was $7,000.00. 
Let’s look at the Income Statement to see how close that amount 
was to the actual sales for Account No. 40000-AV, Sales - Aviary. 
(Hint: The Total column shows the accumulated total for 1/31/11 
through 12/31/11.) 


A partial Maintain Budgets window is shown on the next page. 
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Maintain Budgets 
Fie Edit GoTo Window Help 
@Chse keiSave <Prnt 2 Import My Autofll GExcel [Note Li Cale .aReports - Attachments 


Account Filters 
0.00 0,00 C 

° 6,500.00 7,000.00 7,007 | 
2,800.00 4,000.00 27080700 2,000.00 2,000.00 2.00% 
0,00 0.00 0.00 0.00 0.00 
. Sales - Equipment 384,100.00?7,300.0017,000.0035,100,0030,100.0010,100.0010, 1 
” 40000-FF Sales - Food/Fert 32,200.00) 2,500.00 1,800.00 2,600.00 3,000.00 3,200.00 3,001 
|. 40000-FU Sales - Furniture 0.00 0.00 0.00 0.00 0.00 0,00 

'40000-HT = Sales- Hand Tools 35,850.00} 2,850.00 3,000.00 3,000.00 3,200.00 3,200.00 

40000-LS Sales - Landscape 108,250.00] 800.00 8,500.00 9,000.0012,500.00:6,500.00.¢ 

_40000-MI 0.00 0.00 0.00 0.00 0,00 0.00 

40000-NU ~ 250,800,00) 2,600.0030,500.0035,800.0035,800.0035,800.00!5 

-40000-PO 35,300.00} 2,900.00 1,000.00 4,200.00 4,200.00 4,200.00 
| 40000-SE = 26,300.00} 500.00 6,100.00 3,000.00 3,400.00 3,400. 
/40000-SO 31,780.00) 700.00 6,900.00 4,100.00 4,100.00 4,100.00 
'40000-ST Sales - Statuary 0.00 0.00 B 7 0.00 0.00 
/40000-TO _— Sales - Topiary 0.00 0,00 / f 0.00 0.00 
140800 Interest Income 0.00 0.00 R A 0.00 0.0 
141000 Other Income 25,000,00}5,000.00 0. ’ 0.00 0.00 
45400 Finance Charge Inc 0.00 0.00 7 a 0.00 0.01 
| 48000 Sales Returns and 0.00 0.00 . i 0.00 0.00 
49000 Sales Discounts 0.00 0.00 F .00 0.00 0,01 
50000 Product Cost 0.00 0.00 F 0.00 0.00 ‘ 
150000-AV Product Cost - Ave 44,500.0016,000,00 2,300.00 2,600,00 2,800.00 2,600,00 2,601 
'50000-BK Product Cost - Boo 14,100.00) 500.00 1,600.00 1,200.00 1,200.00 1,200.00 1,20( 
.50000-CE Product Cost - Ceré 0,00 0.00 0.00 0.00 0.00 00 { 
50000-EO Product Cost - Eau 92,700,00}2,000.00 6,300.00 7,000.00 8,800.00 8,800.00 8,80¢ 
| 50000-FF Product Cost - Foo 19,600.00) 1,000.00 0.00 1,800.00 2,200.00 2,400.00 2,204 
'50000-FU Product Cost - Furt 0.00 0.00 ft 0,00 0.00 0.00 
50000-HT Product Cost - Han 17,650.00) 1,350.00 1, .00 1,450.00 1,600.00 1,600.00 |} 
_50000-LS Product Cost - Lan. 0.00 i 0.00 0.00 0.00 
50000-MS Product Cost - Mis: 0.00 v 0.00 0.00 1.00 
.50000-PO — Product Cost - Pot: 890.00 175.00 65.00 65.00 65.00 
50000-SE Product Cost -See 9,350.00} 150.00 2,000.00 1,000.00 1,200.00 1,200.00 1,20 


To compare the March 31, 2011 budgeted amount for Account No. 
40000, Sales-Aviary to the actual amount, display the <Standard> 
Income/Budget report. Follow these steps to do that. 


1. Minimize the Maintain Budgets window. The Company Navigation 
Center is displayed. 


2. From the menu bar, select Reports & Forms; Financial Statements. 
Select <Standard> Income/Budget. The Select a Report or Form 
window is shown on the next page. 
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% Select a Report or Form 
Fie Edt GoTo Window Hep 


Close beck aes 


Reports L Forms } : = os : | 


| 
8B Accounts Receivable 4 
2 Accounts Payable ev | 
Gross Profit by Departments This is { 
© Payroll ‘ 
4) General Ledger aq Income Stunt - Consolidated ks ‘ : 
Gi Fnancil Statements (3 <Standard> Balance Sheet { 
| 2) <Standard> Cash How hance 1st q 
Invent ; | 
ats oy li. <Standard> GL Account 2 : | 
{& Job Reports ip  enary. | 
<Standard> Income - 12 Period r H that use | 
® Account Reconciliation 
| jad <Standard> Income 2 yrs come 
Sy Time/ Expense Reports 2] <Standard> Income Stmnt income and ex¢ for t Hront period ang t aa fi ; 
fen Company Reports i  <Standard> Income/ Budget Comparés period and year-to-date income and expenses to budgete ; { 
| ae oa) 
i Report Groups i 2) <Standard> Income/ Earnings Commi name Statement and Statenant af Retained i fi 
i 
i Standard> Retained Earnings hows the Statement of Retained Earnings for the current period and i 
| j 
|) <Standard> Stmnt Changes { 


my, 


3. Click LBS? _| The <Standard> Income/Budget window appears. 
Observe that the title of the report shows Income Statement, 
Compared with Budget. Observe that Sales - Aviary for the Current 
Month is 7,127.71. The Current Month Budget shows 7,000.00. The 


Income Statement, Compared with Budget report's Total Revenues 
section is shown below. 


Current Month Budget and Current Month Variance are also shown 
for the current month, March 31, 2011, and Year to Date balances. A 
partial Income Statement, Compared with Budget is shown below. 


Bellwether Garden Supply 
Income Statement 
Compared with Budget 
For the Three Months Ending March 31. 2011 


Curent Month Current Month Current Month Year to Date Year to Date Year to Date 
Actual Budget Variance Actual Budget Variance 

Revenues 
Sales 295.00 § 0.00 295.00 $ 295.00 § 0.00 295.00 
[ Sales ~ Aviary 7,172.71 7.000.00 172.71 51,697.86 31.000.00 697.86 
Sales - Books 149.75 2,000.00 (1,850,25) 7,293.10 $.800.00 (1,506.90) 
Sales - Equipment 35,100.00 (17,061.23) 60,392.26 79,400.00 (19,007.74) 
Sales - Food/Fert 006, 2,600.00 (1,593.04) 5,204.15 6,900.00 (1,695.85) 
Sales - Hand Tools 429.67 3,000.00 (2,270.33) 7,058.12 8,850.00 (1,791.88) 
Sales - Landscape Services 7,467. 9,600.00 8,467.43 26,975.53 18.360,00 8,675.53 
Sales - Miscellaneous ; 0.06 0.00 45,00 0.00 45.00 
Sales - Nursery 1795. 35,800,00 (2,004.97) 67,637.11 68,900.00 (1,262.89) 
Sales - Pots aes 4,200.00 3,719.31 11,483.74 $,106.00 3 74 
Sales - Seeds AS7A3 3,000.00 8,661.39 9.600.060 (938.61) 
Sales - Soil 724.92 4,100.00 (3,375.08) 9,152.45 11,700.00 (2,547.55) 
Other Income 0.00 100.00 25,600.00 25.000.00 660,00 
Sales Discounts (145.72) 0.00 (145.72) (155.62) 0.00 (155.62) 


Total Revenues 88,711.26 105,800.00 (17,088.74) 281,340.09 296,550.00 (15,209.91) 
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What does the Income/Budget report show? For the Current Month, 
March 31, 2011, the budgeted amount of $7,000 was exceeded by 
the actual sales amount of $7,127.71 for Sales-Aviary. The current 
month variance is 127.71—sales exceeded the budget by that 
amount. Amounts shown in parentheses indicate that sales were 
lower than budgeted amounts. 


4. Close the <Standard> Income/Budget report; and close the Select a 
Report or Form window. 


GENERAL JOURNAL 


To open the Money Market Fund, transfer $4,500 from Bellwether’s 
regular checking account to Account No. 10500, Money Market Fund. 
Also, transfer $1,000 from Bellwether’s regular checking account to the 
payroll checking account (10300, Payroll Checking Account). The 
transfer of funds is recorded in the General Journal, and then posted to 
the General Ledger. 


Date Transaction Description 


03/15/11 Transfer $4,500 to the Money Market Fund and $1,000 to 
the Payroll Checking Account from the Regular Checking 
Account. 


Follow these steps to enter the transfer of funds: 


1. From the Company Navigation Center, link to General Journal Entry. 
The General Journal Entry window appears. 


2. Press <Enter> to accept the displayed date (3/15/11) in the Date 
field. 


3. Your cursor is in the Reference field. Type Transfer and press 
<Enter> two times. 


4. Your cursor is in the GL Account field. Type the account number for 
the Money Market Fund account, 10500, and press the <Enter> or 
<Tab>. Observe that Money Market Fund appears below the 
account number. 
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5. Type Money Market Fund in the Description field. In this textbook, 
the account name is used as the description. You may prefer to type 
a description instead; for example, Established money market 
account. When a description is typed, it will repeat automatically on 
each Description line. Press <Enter> or <Tab> to go to the Debit 
field. 


6. You are going to increase this account by $4,500. Type a debit 
amount of 4500 and press <Enter> three times. (It doesn't matter 
whether you type the debit or credit part of the entry first.) Notice that 
the Totals field displays 4,500.00 below the Debit column. The Out of 
Balance amount beneath it totals 4,500.00. 


7. Your cursor is in the Account No. field. Type 10300 and press 
<Enter>. Payroll Checking Account displays on the line below the 
account number. Type Payroll Checking Account in the 
Description field. Press <Enter> to go to the Debit field. 


8. Type 1000 in the Debit field. Press <Enter> three times. 


9. Your cursor is in the Account No. field. Type 10200; press <Enter>. 
Type Regular Checking Account in the Description field. Press 
<Enter> two times to go to the Credit field. 


10. Type 5500 in the Credit field; press <Enter>. Notice that the Totals 
field now displays 5,500.00 beneath the Credit column. The Out of 
Balance amount equals zero (0.00). This means that the General 
Journal is in balance and can be posted. Compare your General 
Journal Entry window to the one shown on the next page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


182 Chapter 5 


ie General Journal Entry -lo)x 
Fle Edit GoTo Window Help 
a ii = = 
&. RED ta > o> oe se eB, Row” Repats Help 
Journal Entry OB 


Date:| Mar 15, 2011 (CO Reverse Transaction 
Reference:| Transfer 


Money Market Fund 


Payroll Checking Account i 
Account will be increased 
Regular Checking Account | | 5,500. 
Regular Checking Account Account will be decreased 


5,500.00 


it 
So + 
11. Click to post to the General Ledger. Close the General 
Journal Entry window to return to the Company Navigation Center. 


The General Journal entry that you just completed transferred $4,500 
from Bellwether’s Regular Checking Account (Account No. 10200) to 
their Money Market Fund (Account No. 10500) and $1,000 to their Payroll 
Checking Account (Account No. 10300). To check that the account 
transfers have been made, follow these steps: 


1. From the menu bar, select Reports & Forms, then General Ledger. 
The Select a Report or Form window displays. 


2. In the General Ledger: Account Information List, double-click 
General Ledger Trial Balance. The General Ledger Trial Balance is 
shown on the next two pages. 
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Bellwether Garden Suppiy 
General Ledger Trial Balance 
As of Mar 31, 2011 


Filter Criteria includes: Report order is by ID. Report is printed in Detail Format. 


Account! Account Description DebitAmt CreditA 


10000 Petty Cash 327.55 
40100 Cash on Hand 1,850.45 


10200 Regular Checking Account 10,246.52 
10300 Payroll Checking Account 9,365.26 
10400 Savings Account 7,500.00 
10500 Money Market Fund 4,500.00 
41000 Accounts Receivable 175,594 96 
11400 Other Receivables 7,681.84 
11500 Allowance for Doubtful Account 5,000.00 
42000 Inventory 12,614.61 
44000 Prepaid Expenses 14,221.30 
14100 Employee Advances 3,000.65 
14200 Notes Receivable-Current 11,060.00 
14700 Other Current Assets 120.00 
15000 Furniture and Fixtures 62,769.25 
15100 Equipment 38,738.33 
15200 Vehicles 86,273.40 
15300 Other Depreciable Property 6,200.96 
45500 Buildings 185,500.00 
45600 Building Improvements 26,500.00 
17000 Accum. Depreciation-Furniture 54,680.57 
17100 Accum. Depreciation-Equipment 33,138.11 
17200 Accum. Depreciation-Vehicles 51,585.26 
17300 Accum. Depreciation-Other 3,788.84 
17500 Accum. Depreciation-Buildings 34,483.97 
17600 Accum. Depreciation-Bidg Imp 4,926.28 
19000 Deposits 15,000.00 
49100 Organization Costs 4,995.10 
19150 Accum Amortiz - Organiz Costs 2,000.00 
49200 Notes Receivable- Noncurrent 5,004.90 
49900 Other Noncurrent Assets 3,333.00 
20000 Accounts Payable 80,626.01 
23000 Accrued Expenses 3,022.55 
23100 Sales Tax Payable 18,056.89 
23200 Wages Payable 2,320.30 
23300 401 K Deductions Payable 2,490.32 
23350 Health Insurance Payable 530.64 
23400 Federal Payroll Taxes Payable 41,791.17 
23500 FUTA Tax Payable 258.20 
23600 State Payroll Taxes Payable 6,857.05 
23700 SUTA Tax Payable 658.67 
23800 Local Payroll Taxes Payable 113.25 
23900 Income Taxes Payable 11,045.75 
24000 Other Taxes Payable 2,640.15 
24100 Current Portion Long-Term Debt 5,167.00 
24300 Contracts Payable- Current 2,000.00 
24700 Other Current Liabilities 54.00 
27000 Notes Payable-Noncurrent 4.000.00 
39003 Common Stock 5.000.00 
39004 Paid-in Capital 100,000.0 
39005 Retained Earnings 189,037.6 
40000 Sales 295.00 
40000-AV Sales - Aviary 51,652.86 
40000-BK Sales - Books 7,293.10 
40000-EQ Sales - Equipment 60,202.29 
40000-FF Sales - Food/Fert 5 204.15 
40000-HT Sales - Hand Tools 7,058.12 
40000-LS Sales - Landscape Services 26,975.53 
40000-Mi Sales - Miscellaneous 45.00 
40000-NU_ Sales - Nursery 67.637.11 
40000-PO_ Sales - Pots 11.483.74 
40000-SE Sales - Seeds 8661.39 
40000-SO_ Sales - Soil 9,152.45 
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Bellwether Garden Supply 
General Ledger Tria! Balance 


As of Mar 31, 2011 
Filter Criteria includes: Report order is by ID. Report is printed in Detail Format. 


Account! Account Description Debit Amt Credit Amt 


41000 Other Income 25,600.00 
49000 Sales Discounts 155.62 
50000 Product Cost 

50000-AV Product Cost - Aviary 20,821.45 
50000-BK Product Cost - Books 2,361.37 
50000-EQ Product Cost - Equipment 24,154.95 
50000-FF Product Cost - Food/Fert 2,060.04 
50000-HT Product Cost - Hand Tools 2,813.85 
50000-PO Product Cost - Pots 3,423.60 
50000-SE Product Cost - Seeds 3,450.65 
50000-SO_ Product Cost - Soil 4,075.97 
57000-NU Direct Labor - Nursery 3,062.50 
57200 Materials Cost 1,397.45 
57200-NU_ Materials Cost - Nursery 9,668.50 
57300-LS Subcontractors - Landscaping 335.50 
57500 Freight 50.00 
60000 Advertising Expense 1,325.00 
61000 Auto Expenses 274.56 
61500 Bad Debt Expense 1,341.09 
62000 Bank Charges 18.00 
64000 Depreciation Expense 8,394.00 
68500 Legal and Professional Expense 510.00 
69000 Licenses Expense 150.00 
70000 Maintenance Expense 75.00 
71000 Office Expense 534.64 
72000 Payroll Tax Exp 15,857.60 
74000 Rent or Lease Expense 1,100.00 
74500 Repairs Expense 3,694.00 
75500 Supplies Expense 2,873.42 
77000 Utilities Expense 303.45 
77500 Wages Expense 138,465.46 
89000 Other Expense 464.90 
89500 Purchase Disc- Expense Items 10.11 


Total: 946,081.29 946,081.29 


On page 183, Account No. 10200, Regular Checking Account, has a 
debit balance of $10,246.52; Account No. 10300, Payroll Checking 
Account, has a debit balance of $9,365.26: and Account No. 10500, 
Money Market Fund, has a debit balance of $4,500.00. This shows 
that the General Journal entry that you just completed is posted 
correctly. To see the rest of the General Ledger Trial Balance, scroll 
down the General Ledger Trial Balance window. 


3. Close the General Ledger Trial Balance. 


4. Close the Select a Report or Form window. 
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SETTING UP AN INVENTORY ITEM 


This part of Chapter 5 explains PCA 's Inventory system. 


The sample company, Bellwether Garden Supply, has decided to track 
cleaning supplies as stock inventory items and to bill clients for supplies 
used. First, you need to enter the cleaning supplies they stock as 
Inventory Items. 


Peachtree’s Inventory & Services Navigation Center shows Peachtree’s 
Inventory System, another module within the software. The Navigation 


' ah Inventory & Services | ; : ; : 
Bar’s [= selection displays information and access 
points related to the company's inventory items. It includes a summary of 
item information, access to recently used inventory reports, and a graphic 
analysis of how the cost of sales is trending. In addition, the Inventory & 
Services Navigation Center shows the flow of inventory-related tasks and 
takes you where you need to go to perform those tasks. Observe that drill 
down links are also available. If necessary, scroll down the Inventory & 
Services Navigation Center window to see all the areas. The Inventory & 
Services workflow diagram is shown below. 


Search Help Gl 


| ee ee ystem Date: 03/15/11 “% Period 3 -¢ (03/31/11 ¢ this the default page 


“+ Inventory & Services | .. Inventory/Service Management | 


| <4 Customers & Sales a 
2 | [Inventory Service Tasks 
2> Vendors & Purchases _ NETTEOEY SEI IH i ss . 
nme neem | : - 
es | a, | ae 
ey | Inventory Company 
Employees & Payroll [Toms 4 Services «|| Assemblies , 


Banking 
sa as 


q 4 & 
Company Purchase 


we 
i Shortcuts Customize 

Sales Invoice 

| Receive Money from Customer 

Bills - Pay Bill i i Packages 4 
i Customer List i ; 

| vendor List 

| Find Transactions 


q General Journal Entry 
FE Adjustments 


Le ae 
Peachtree nal 
Resource Center > 
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Follow these steps to set up an Inventory Item: 


| 


Inventory 
Items ai. 


a 
’ 


1. From the Inventory & Services Navigation Center, select 
New Inventory Item. The Maintain Inventory Items window displays. 


2. In the Item ID field, type AVRY-10300 (type a capital A because the 
ID code is case sensitive--the first four characters should be in 
uppercase) and press <Enter>. 


3. In the Description field, type Oriole Feeder and press <Enter>. 
4. Your cursor is in the Item Class field. Select Stock item. 
Inventory Types 


If you click on the down-arrow next to the Item Class field, observe that 
there are several types of Inventory Items: 


> Stock item: This is the default in the Item Class list. It is the 
traditional inventory item where the program tracks descriptions, unit 
prices, stock quantities, and cost of goods sold. For stock items, you 
should complete the entire window. Once an item has been 
designated as a stock item, the type cannot be changed. 


WV 


Master Stock Item: A special item that does not represent inventory 
you stock but rather contains information shared with a number of 
substock items generated from it. 


>» Non-stock item: PCA tracks the description and a unit price for sales. 
You can also track default accounts. You might use this type for 
service items such as hours where the unit price is set. 


>» Description only: PCA keeps track of the description of an Inventory 
Item. This saves time when entering purchases and sales because 
you don't have to retype the description. You might use this type for 
service items where the price fluctuates. 
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Vv 


Service: This is for services you can apply to your salary and wages 
account. 


Labor: This is for labor you can apply to your salary and wages 
account. You cannot purchase labor items but you can sell them. 


Assembly: You can specify items as assembly items and create a bill 
of materials for a unit made up of component stock or subassembly 
items. 


Activity item: To indicate how time is spent when performing services 
for a customer, for a job, or for internal administrative work, activity 
items are used with the Time & Billing feature. 


Charge item: Expenses recorded by an employee or vendor when 
company resources are used for a customer or job. 


Follow these steps to continue setting up an Inventory Item: 


ts 


Make sure Stock item is shown in the Item Class field. Press the 
<Enter> key. 


Your cursor is in the Description for Sales field. Press the <Enter> 
key to go to the description field. Type Oriole Feeder and press 
<Enter>. 


Your cursor is in the Price Level 1 field. Click on the right arrow 
button [Price Level 1: [iil in this field. The Multiple Price Levels 
window appears. In the Price Level 1 row, click on the Price field. 


Type 15 on the Price Level 1 row, then press <Enter>. You can set 
up ten different sales prices per item. 


Compare your Multiple Price Levels window to the one shown on the 
next page. 
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|Multiple Price Levels 


Item ID: AVRY-10300 
Description: Oriole Feeder 
Quantityon Hand; 0.00 

Last Cost 0.00 


A 
4. Click to close the Multiple Price Levels window. The Price 


Level 1 field shows 15.00. 


5. Click on the Last Unit Cost field. Delete the 0.00. Type 7 and press 
<Enter>. 


6. Observe that the Cost Method is FIFO. Peachtree includes three 
inventory cost methods: FIFO, LIFO and Average. Press <Enter>. 


7. Your cursor is in the GL Sales Account field. Click QJ, then select 
Account No. 40000-AV, Sales — Aviary, as the sales account. Press 
<Enter>. 


8. Accept the default for the GL Inventory Acct, Account No. 12000, 
Inventory, by pressing <Enter>. 


9. Your cursor is in the GL Cost of Sales Acct field. Select Account No. 
50000-AV, Product Cost — Aviary, as the product cost account. 
Press <Enter>. 


10. Click in the Item Tax Type field. Observe that the default, 1, 
means that this is a regular, taxable item. Press <Enter>. 
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11. Click on the Item Type field. The Item Type is a way of classifying 
similar inventory items for sorting and printing reports. Select 
SUPPLY. Press <Enter>. 


12. Your cursor is in the Location field. Select AISLE 1. Press <Enter>. 


13. Your cursor is in the Stocking U/M field. Select Each and press 
<Enter> two times. 


14. Your cursor is in the Minimum Stock field. Type 6 and press 
<Enter>. 


15. Your cursor is in the Reorder Quantity field. Type 6 and press 
<Enter> 


16. Select DEJULIA, DeJulia Wholesale Suppliers as the Preferred 
Vendor ID. Leave the Buyer ID field blank. Your Maintain Inventory 
Items window should agree with the one shown below. 


fle Edit GoTo Window Help 


pe List & fe Uae teed re poe Ath Hee 
tem ID: — = [~ Inactive 


Description: |Orole Feeder [~ Subject ts Commission 


lterm [Stock itern | Set defaults 
General TL custom Fields | History | Bill of Materia! | tam At 


Description: [Oriole Feeder 


aS ar H 
jfor Sales ah 


Price Level 1: soo GL Sales Acct [40000-AV Sales - Aviary 


GL Inventory Acct |12000 Inventory 
Last Unit Cost GL Cost of Sales Acct [5D000-AV [] Product Cost- Aviany 
Cost Method: [FIFO x| Kem Tax Type: 


UPC/ SKU: Qty on Hand: Oty Available. Minimum Stock 

0.00006 0.00000 6.00 

item Type: fsuppLY sd Qty on SOs Otyan POs: Reorder Quantity 
0.00000 0.00000 6.00 


Location: JAISLE 1 x) L— 


G JULIA, 
Stocking UM: [Each SY Pretemed Vendor Ib: [DE UL Gl 
wit vo] a 


Beginning Balances: fy] 


When you purchase inventory stock items from a vendor, this is the 
Purchases Journal entry: debit the Inventory account and credit 
Accounts Payable/Vendor account. When you sell Inventory stock items 
on account, a compound Sales Journal entry is recorded. 
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>» Debit Accounts Receivable and Cost of Goods Sales accounts. 
> Credit Sales, Sales Tax Payable, and Inventory accounts. 
The Maintain Inventory Items window should be displayed. 


Observe that you set the following account defaults for this stock item: 


GL Sales Acct 
GL Inventory Acct 
GL Cost of Sales Acct 


You also selected a preferred vendor. The Preferred Vendor ID field 
should display DEJULIA, which is the Vendor !D for DeJulia 
Wholesale Suppliers. Bellwether purchases oriole feeders from this 
vendor. 


40000-AV _| Sales 
| Inventory 


50000-AV | Product Cost - Aviary 


- Aviary 


17. Click L2 then close the Maintian Inventory Items window to 
return to the Inventory & Services Navigation Center. 


Lj 
cu 
ave 


INVENTORY AND PURCHASES 


In the following transaction, journalize and post a purchase of inventory. 


Date Transaction Description 

03/17/11 Purchased 6 Oriole feeders from DeJulia Wholesale 
Suppliers, Invoice No. 55522, at a unit price of $7, fora 
total of $42. 


Follow the steps below to record this transaction. 


; . } | & Vendors: ene ; 

1. From the Navigation Bar, click Se 
New Bill. The Purchases/Receive Inventory window displays. If your 
GL Account field and A/P Account fields are not displayed on the 
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Purchases/Receive Inventory window, see the instructions on page 
16, step 1c, Hide General Ledger Accounts area. 


In the Vendor ID field, type DEJULIA and press <Enter> (or use the 
lookup icon to find DeJulia Wholesale Suppliers). 


Type or select 17 as the date. 


In the Invoice No. field, type 55522 and press <Enter>. This is a 
required field. 


If necessary, click on the Apply to Purchases tab. 
Click on the Quantity field. Type 6 and press <Enter>. 


Your cursor Is in the Item field. Type or select the code you 

just created, AVRY-10300 and press <Enter> three times. 

The description and the GL Account automatically default to the 
information you assigned in the Maintain Inventory Items window. 
Compare your Purchases/Receivable Inventory window to the one 
shown below 


er urchases/Receive Inventory _ 


@ ss fee woe kw D 
S dourmal: Evert Layout = Reparts aon! 


t 


H 
1 


Hf vendor ID: [DEJULIA 


Remit to: DeJulia Wholesale Suppliers Ship at 1s Date: 


4800 Peachtree Ind. Blvd. = D Suoice No: 
Duluth, GA 30092 USA Bellwether Garden Supply iit eee 


1595 Pavilion Place Drop ship 


Waiting on bill 


Norcross [ca | 30093-3203 
USA 


Customer SO No, Customer invoice No, Terms 
Het 


[= 


Apply to Purchase Order: 0,00 \ Apply to Purchases: 42.00 | 


6L Account Unit Price Aracunt 


Other payments and credits: i 42.00 Invoice total 


Amount paid at purchase: q 42.00 Net due 


Vendor balance on May 17, 2011 §,281.25 
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tes 
8. To see how this inventory purchase is journalized, click eu The 
Accounting Behind the Screens, Purchases Journal appears: Account 
No. 12000, Inventory, is debited for 42.00; Account No. 20000, 
Accounts Payable is credited for 42.00. The vendor, DeJulia 
Wholesale Suppliers is also credited. The entry to the vendor is 
shown in the Vendor Ledgers. 


|Accounting Behind the Screens 


yi 
5. Se: Salta "4 


Date: Mar17, 2011 
Invoice # 55522 


re Steer oa See 


[—hecomite. | Deseipton a eat 
}| hoo | A] Oriole Feeder 


Accounts Payable 


Totals 


¥ 
9. Click to return to the Purchases/Receive Inventory window. 


iJ 
10. Click to post this purchase. Close the Purchases/Receive 
Inventory window. 


INVENTORY AND SALES 


When a stock item is sold, PCA updates Accounts Receivable and 
computes the Cost of Goods Sold (product cost), using one of three 
costing methods. In the General Ledger, a single entry encompassing all 
sales in the current period is made to the Product Cost account. This 
entry is dated the last day of the accounting period. 
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Henton Park Apartments wants three Oriole feeders. The following steps 
show you how to invoice Henton Park Apartments for three Oriole 
feeders. 


Date Transaction Description 


O3/17/tal Sold three Oriole feeders on account to Henton Park 
Apartments for $15 each plus sales tax. 


r= 


ce, Customers & Sales : 
1. From the Navigation Bar, click 


New Sales Invoice. The Sales/Invoicing window displays. 


. | Invoices 


LS 


If the GL Account field and A/R Account field are not displayed, refer 
to the instructions on page 16 step 1c, Hide General Ledger 
Accounts area. 


2. In the Customer ID field, click a and select HENTON, Henton Park 
Apartments. 


3. Type or select 17 as the date. Do not complete the Invoice No. field. 
4. |f necessary, click on the Apply to Sales tab. 
5. Click on the Quantity field. Type 3 and press <Enter>. 


6. The cursor is in the Item field. Type AVRY-10300 and press 
<Enter> five times. 


PCA computes the amount based on the quantity times the sales 
price that was established when setting up the inventory item. All 
the other lines for this invoice are automatically completed based on 
the inventory item information. 


Compare your Sales/Invoicing window to the one shown on the next 
page. 
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ie” Sales/Invoicing 
Fie Edit GoTo Window Help 


Bill to: Henton Park Apartments Ship to:| jacob Henton 


15560 Harrison Road A 
Atlanta, GA 30344 Clear > | | Henton Park Apartments 


15560 Harrison Road 


Atlanta [GA | 30344 
L 


Customer PO Ship via _ Ship date 


Apply to Sales Order: 0.00 


Description 


Oriole Feeder 


[>] Apply tickets/expenses 


Customer Account as of Mar 17, 2011 Other appliec dit 0.00 48.15 Invoice total 
| Balance: 5,882.36 {>} = 
| Credit limit: 50,000.00 
| Credit status: Notify Over Limit 


48.15 Net due 


Sj 
7. Click to see how Peachtree journalizes this entry in the Sales 


Journal. Scroll down the Accounting Behind the Screens, Sales 
Journal window, to see the entire entry. Observe that in a perpetual 
inventory system (Peachtree’s default) the cost of sales accounts 
(50000-AV, Product Cost-Aviary; and 12000, Inventory) are “To be 
calculated.” Once the sales invoice is posted, the cost of sales 


y) 
amounts will be calculated. Click to close the Accounting 
Behind the Screens window to return to the Sales/Invoicing window. 


LJ 
eu > 
8. Click to post this sales invoice. Close the Sales/Invoicing 
window to return to the Customer & Sales Navigation Center. 


Let’s review the last two sections: Inventory and Purchases and 
Inventory and Sales. When Bellwether purchased six Oriole Feeders (an 
inventory stock item) on pages 190-192, the entry is recorded in the 
Purchase Journal. The accounts debited are shown on the next page. 
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Account Description 


Accounts Payable/DeJulia 
Wholesale Suppliers 


When three Oriole Feeders were sold on pages 192-194, the entry in the 
Sales Journal was: 


Account Description 


12000/ 
AVRY-10300 


20000/ 
DEJULIA 


HENTON Apartments 
23100 [SalesTaxPayable | | 3.18 
fiventoy «iC 


When three Oriole feeders were sold, they were sold for $15 each, plus 
sales tax. The total sale to Henton Park Apartments is $45 plus sales tax 
of $3.15, for a total of $48.15. When Bellwether Garden Supply bought 
the Oriole Feeders from the vendor (DeJulia Wholesale Suppliers), they 
paid $7 each. The second journal entry reflects the product cost of the 
stock items, $7 X 3 = $21. 


The journal entries shown above are examples of how purchases and 
sales are recorded in a perpetual inventory system. 


INVENTORY ADJUSTMENTS 


It may become necessary to adjust the amount of Inventory Items due to 
faulty records, pilferage, spoilage, or inventory changes. You use the 
Inventory Adjustment Journal to make inventory adjustment entries. 


In the example that follows, one of Bellwether’s employees dropped two 
bird house kits which damaged them beyond repair. Follow the steps on 
the next page to adjust inventory for this loss. 
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Bi 


=] | Inventory 


| | Adjustments 

1. From the Navigation Bar, click = — J 
The Inventory Adjustments window appears. 

2. Type AVRY-10100 (for Bird House Kit) in the |tem ID field and the 
press <Enter> key six times. Your cursor is in the Adjust quantity by. 

3. Type -2 in the Adjust quantity by field to decrease the current 
inventory by two. Press the <Enter> key. The New Quantity field 
shows that you have 28.00 bird house kits. 

4. Type Damaged as the Reason to Adjust. 

| @> Inventory Adjustments ; Pies =/5) xj 


File Edit GoTo Window Help 


I Close New List = Save | Delete Help 


te Betwerce [| 


Name Date [wars 2077 Jo] 


cer eee men 


Job: 


GL source acct: 50000-AV {Account trom which adjustment is taken) 


SS 


Adjust quantity by: ES: Reason to adjust: |Damaged ial 


Ds 


| 
| 
| 
} 
} 
| Quantity on-hand: 
| 


me 
Click to post this adjustment, then close the Inventory 
eee window. 


Adjustments to inventory, like the one just made, only affect the 
average cost of the item. For example, let's say you purchased two 
bird house kits at $30 each and then damaged one. For accounting 
purposes you now have one bird house kit that costs $30. 
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SECURITY AND INTERNAL CONTROL 


Internal control is an integrated system of people, processes, and 
procedures that minimize or eliminate business risks, protect assets, 
facilitate reliable accounting, and promote efficient operations. If changes 
are made to company records, Peachtree’s audit trail provides 
documentation. An audit trail records all entries and changes related to 
the company’s data, including actions by specific users. 


Peachtree has several methods to track information. For example, a 
combination of the general ledger, journals, reports, and financial 
statements can be used to trace transactions and balances. If you want 
to track when an action is performed, Peachtree’s audit trail provides this 
information. The audit trail provides accountability of users, deters users 
from fraudulent activity or mistakes, and tracks transaction history. Four 
internal control methods are built into the software: 


e Setting up user names, passwords, and access rights. 

e The ability to associate the user currently logged into the 
Peachtree company with the data that is being entered. 

e Limit access to information in Peachtree’s Navigation Centers. 

e Audit Trail reports that show what each user entered. 


In order to get the most use out of the audit trail feature, user records 
need to be set up. If User Security is set up, Peachtree can associate the 
user currently logged into the company with the data being entered. For 
example, USER1 adds a customer record. USER2 then logs on and 
modifies the customer record. The Audit Trail report will show that 
USER2 was the last person who worked with the customer record, and it 
will display what was changed. 


By limiting access to accounting data, Peachtree's user security feature 
addresses an important purpose of internal control. For example, 
assigning users to one Navigation Center increases the accuracy of 
records and reports. Also, since one user assumes responsibility for 
repetitive tasks, the efficiency of operations increases. User security 
reduces the business's risk of users changing or deleting data 
inappropriately which also safeguards accounting data. User security 
establishes accountability and allows the company to track who has 
performed various maintenance and recording tasks. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


198 Chapter 5 


User Security and Access to the Peachtree Navigation Centers 


If you are an administrator responsible for setting up and maintaining 
user access to Peachtree, you can choose settings that will limit access 
to information in Peachtree’s Navigation Centers. For example, if you 
want a user to have limited access to company revenue information, you 
could make sure the user has no access to the general ledger master list 
and transaction list reports or financial statements. However, you might 
want that same user to be able to view company budgets but not change 
them in any way. 


When you set up Peachtree security, you can fine-tune settings to give 
users exactly the kind of access you want them to have. The Selected 
AccessRole Setup window has embedded Help for each security setting; 
just select a setting to see Help about it. This will aid you in deciding 
which areas users could have access to and which areas they don't. 


Selected Access 


The Selected Access window allows the administrator to grant rights to 
work in certain areas of the Peachtree program within the current 
company. Peachtree program areas include the following roles: 


e Customers & Sales 

e Vendors & Purchases 

e Inventory & Services 

e Employees & Payroll 

e Banking & General Ledger 
e Company 


In addition to full or no access, the administrator can set different levels 
of access within subareas such as maintenance, tasks, and reports. For 
example, in the Customers & Sales area, the administrator could choose 
to give a user limited access to Customer Information or Customer 
Beginning Balances. Drop-down lists let the administrator set different 
access levels for different subareas of the program; for example, 
Payments; Write Checks. 
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User Security 


Peachtree allows custom access for different individuals. If you want to 
take advantage of this security feature, you set up user rights for each 
person who will be using Peachtree. When set up, each user is issued a 
user name and password that will be required before opening and 
working with company data. 


Once user names and passwords are set up, Peachtree prompts each 
user for a user name and password whenever he or she opens a 
company. As long as users properly enter their passwords, they can 
access the areas of the program to which they have rights. 


Setting Up Company Users, Passwords, and Access Rights 


In order to have data security and password protection, you need to set 
up user records. When user names and passwords are set up, Peachtree 
prompts you for a user name and password when you open a company. 
This is a two-step process: 


e Set up the company administrator. 
e Set up individual users. 


The steps below are for example Hide ack Foner ie Frm Glossy 
purposes only. Check with your instructor _ | Severs! lasex Search | 

to see if he or she would like you to set LE 

up user access. Remember, if you set up 
a user name and password you have to 
use it each time you start Peachtree. To 
learn about setting up company users, 
passwords, and access rights, go to the 
following Help windows. 


Select Topic to display 


1. From Peachtree’s menu bar select, 
Help; Peachtree Accounting Help. 
Select the Search tab. (ea eee Peachtree Navigation Centers 

2. Type Set Up Company Users, ee 
Passwords, and Access Rights in 
the Type in the keyword to find. 


3. Click LES Topics | 


(Set Up C ompany Users, Passwords, and Access Rights 
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4. Scroll down the topics list select Set Up Company Users, 
Passwords, and Access Rights to highlight it. 


5. Click |_Disalay | The Set Up Company Users, Passwords, and 
Access Rights window appears. Enlarge the window. In the right 


pane, link to Setting up the first user (administrator). 
Link to Setting up additional company users. Read the information. 


Link to Setting up users with selected access. 
Read the information on this window. This Help window explains 


how to set up users, passwords and access rights. 
9. Check with your instructor to see if he or she would like you do this. 


ce ay 


ti Peachtree Help 


© > 
| Hide Back Forward Home 


Contents | index Search | e If you have chosen Selected access, the Peachtree User 
Type in the keyword to find: Security lets you select exactly the areas of 


fmpany Users. Passwords, and Access Right |) ; ant the user to be able to access. 
List Topics | 


Select Topic to displ 
craic apa oa 1. Select the New User button. 


| | Automatic Backup 


Change a User's Password and Access Ri 
Change Password 

company 

Copy User Information to a New User 
Crystal Reports Fields 

Delete Company Users 

E-mail a Report Report Group. or Financia 
Employees & Payroll 

Enter Bank Deposits and Print Deposit Tic 
How Do | Company Administration 

How to Set up Your Accountant as a User 
Licensing Peachtree Company Users 

Log into a Peachtree Company 

Log in Window 

Navigation Bar 

Peachtree Partners Security Level (Maintai 
Reconsolidate Company 

Remove User and Password Security 
Reset Password 

Security Rights and Posting Fixed Assets i 


( Set Up Company Users. Passwords. and _. i 
Ter - 


User Name (Defined) 

User Security 

User Security and Access to the Peachtree 
Web Resource Logon Information 


Display | | 


The User Rights window appears. 


. Enter a user name and its corresponding password. 
. Choose the Selected access option. 
. Click Next. 


The Selected Access window appears. 


. From the menu bar on the left side of the window, select the 


area of the Peachtree program that you want to set access 
levels for—Customers & Sales, for example. 


e If you want to grant either full or no access to this 
whole area of the Peachtree, use the drop-down list at 
the right-hand top of the window. 


Customers & Sales Access: [rut Access th x] 


e If you want to grant access to some subareas but not 
others—for example, Sales Invoices—you can use the 
drop-down list opposite the appropriate area. You can 
choose from a range of security access levels. For more 
information, click @. 


10: clic Xl on the Peachtree Help title bar to close. 
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Audit Trail Report 


The Audit Trail report can trace fraudulent activity and other accounting 
adjustments you may not know were completed. Peachtree’s default is to 
set the Audit Trail On. To see that, follow the steps shown below. 


= Company 


1. From the Navigation Bar, click . The 
Company Information area shows that the Audit Trail is on. Compare 
your company information with the illustration below. 


Can ne SE 


State Employer 1D: 2789123-12 
Fed Employer ID: 58-2560752 | 

State Unemployment ID: 60141-79 
Form Of Business: Corporation 
Directory: C:\Program 


a iD aetfnrmnanuts amis i PrwARrc 
Files\Sage\Peachtree\Company'\Sample\PCW\6CS 


ay i Bh 


PostingMethod: Real-time 
DirectDeposit: Inactive 
Peachtree Payroll Service: Inactive 
Accounting Methed: Accrual 
i: On 


The audit trail feature records the following items with each activity 
performed while operating in the Peachtree company: 


Date: System (computer) date of action. 

Time: System (computer) time of action. 

User Name: User Name (if available); otherwise, Peachtree displays 

"Not Available." 

5. Action: Add, Change, or Delete. 

6. Window Name (or System Function): Name of window where action 
occurred (for example, Sales Orders) or name of system function 
implemented (for example, Unpost). 

7. Transaction ID: For maintenance records, the ID associated with 

the record; for tasks, the ID associated with the transaction after 

change. 


se oe 
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8. Transaction Reference: Reference number associated with the 
transaction after change. 

9. Amount: Amount of transaction after change. 
10. All the above items are recorded in the Audit Trail report. 


Peachtree's audit trail tracks the following: 


qf 


Records and Transactions 


Records include customers, vendors, employees, inventory items, 


etc. Transactions include quotes, sales orders, invoices, payments, 


general journal entries, inventory adjustments, etc. 


These include: 


adding records or transactions (when Save is selected). 
editing records or transactions (when Save is selected). 
deleting records or transactions (when Delete is selected). 


entering or maintaining record beginning balances (when OK or 


Save is selected). 
voiding checks and paychecks. 
making payments in Cash Manager and Payment Manager. 


. Miscellaneous Actions 


reconciling accounts. 

maintaining company information and options. 

maintaining and loading user-maintained and Peachtree- 
maintained payroll tax tables. 

importing data into the company. 

adding transactions using Dynamic Data Exchange (DDE). 


System Functions 


posting and unposting journals (Batch mode only). 
closing the fiscal year. 

closing the payroll tax year. 

backing up company data. 
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Displaying the Audit Trail Report & Find Transactions Report 
Follow these steps to print an Audit Trail Report. 


1. From the menu bar, select Reports & Forms; Company. The Select a 
Report or Form window appears. The Audit Trail Report is the 
default. 


a 
Click LEetions | 


In the Date field, select Range. 

Type 1/1/2006 in the From field. Press <Tab>. 

Type 12/31/2011 in the To field. Press <Tab>. 

IMPORTANT: If the current date is after 12/31/2011, in the To field 
type today's date. The Audit Trail Report shows the dates that you 
recorded entries. 


CI 


Modify Report - Audit Trail Report ena 
l Your Todatemay | 
Dates Sorting and Summary differ. JOption 
a __ eae 
Date: [Range 2. Columns 
t by: [DaterTime a A Fonts | 


From: Pan 1, 2006 ~| To: [Dec 31, 2011 


6. Click ie J. The Audit Trail Report for the period from Jan 1, 
2006 to Dec. 31, 2011 (or, today's date) appears. Observe that each 
transaction shows the Date; Time; User Name, Action, Window/ 
Description, Transaction ID, Transaction Reference, and Amount. If 
users had been set up the User Name column would show that. 
Scroll down to see the whole report. A partial report is shown on the 
next page. 


Observe that the work completed in Chapters 1-5 is shown on the 
Audit Trail Report; for example, the employees added in Chapter 1 
(CYACHT, or your name, and JWOODS); the vendor added 
(Maintain Vendors), purchases (Purchases/Receive Inventory), and 
payments for PERKINSOFC in Chapter 2. Scroll down the Audit Trail 
Report to see both pages. 


The Audit Trial Report provides a listing of the changes made to the 
maintenance items and transactions. Depending on when you made 
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additions and changes, your time and date column will differ. The 
Audit Trail Report shows when the author made changes. 


A partial Audit Trail Report is shown below. |f you are working after 
December 31, 2011, your Audit Trail Report will show a different 
ending date. 


Bellwether Garden Supply 
Audit Trail Report 
For the Period From Jan |, 2006 to Dee 3 
1) All Achons 


User Name 


1LO1A 
5:35 PM 
5:37 PM 
2:20 PM 
2:38 PM 
3:22 PM 
3:23 PM 
3:24 PM 
1245 P 
12:52 P 
12:53 P 
1:41 PM 
1:43 PM 
1:44 PM 
4:08 PM 
4:09 PM 
4:10 PM 
12:50 P 
1:34 PM 
1:43 PM 
1:52 PM 
2:20 PM 
2:21 PM 


9-55 AM 


DIN we 


ie) 
aA 


10:38 A 
10:43 A 


i) 
> 


Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 
Not Available 


Action 


Change 
Change 
Change 
Change 
Change 
Change 
Change 
Change 


Add 
Change 
Change 
Add 
Change 
Change 
Change 
Change 
Change 
Add 
Add 
Add 
Add 
Change 
Change 


Window Description 


Receipts 
Receipts 
Mauntain Customers’ Prospects 
Backup Company Data Files 
Maintain Company 
Backup Company Data Files 
Maintain Company 
Maintain Company 

Pesce 
Mamta Employees & Sales 
Backup Company Data Files 
Backup Company Data Files 
Maimtain Employees & Sales 
Backup Company Data Files 
Backup Company Data Files 
Maintain Employees & Sales 
Backup Company Data Files 
Backup Company Data Files 
Purchase Orders 
Maintam Vendors 
Purchases Receive Inventory 
Payments 
Backup Company Data Files 
Backup Company Data Files 
Maintain Vendors 
Purchases’Receive Inventory 
Payments 


Transaction ID = Transaction Reference 


CHAPPLE 
CUMMINGS 
CANNON 


BCS 


CYACHT 
JWOODS 
TWOODS 


ABNEY 
ANDERSON 
ANDERSON 
ANDERSO? 


PRINCEOF( 
PRINCEOF( 
PRINCEOF( 


Amount 


40.25 


423.89 


uden Suppl 


rden Suppl 


jarden Suppl 


3,834.00 


45.00 
44.10 


7. Close the Audit Trail Report. Then, display the Find Transactions 
Report from 3/15/11 to 3/15/11 (the default). 


The Find Transactions Report provides a way to easily search for 
Peachtree Transactions. You can drill down to the original entry from 
each transaction. 


A partial Find Transactions Report is shown on the next page. 
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Bellwether Garden Supply 


Find Transactions Report . ey 
For the Period From Mar 15, 2011 to Mar 15. 2011 S. 


Filter Criteria includes; 1) All Transaction Types. Report order is by Date 


Date Type Reference ID Name : Aust 
3/18/11 Credit Memo ARCHER : Are. Pa Scap ery oe i? oe ; 
S/iS/11 Credit Memo SATA Saia's Neighborhood Nursery -49.99 
3/15/11 General Journal Entry ADJO303103 O14 
3/15/11 General Journal Entry Transfer 5460.0 
315/11 Inventory Adjustment AVRY-10100 Bird House Kit -2.00 
3/15/11 Inventory Adjustment AVRY-10050-LG- Prefabricated Birdhouse 4.00 
315/11 Inventory Adjustment AVRY-1G0S0-SM- Prefabricated Birdhouse 8.00 
315/11 Inventory Adjustment AVRY-10050-SM- Prefabricated Birdhouse 8.00 
3/15/11 Inventory Adjustment AVRY-10050-SM- Prefabricated Birdhouse 6.00 
SiS/11 Inventory Adjustment AVRY-10050-SM- Prefabricated Birdhouse 4.00 
315/11 Payment ABNEY Abney and Son Contractors 50.00 


8. Close the Find Transactions report. If necessary, close the Select a 
Report or Form window. 


BACKING UP CHAPTER 5 DATA 


Follow these steps to back up Chapter 5 data: 
1. From Company Navigation Center, link to Back up. 


2. Click |_Backur | 


3. Accept the default for backing up to the hard drive or make the 


name field. 


4. Click 


5. When the window prompts that sikiis company backup will require 


approximately 9.87MB, click Low When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 5. You are returned to the menu 
bar. 
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6. Click File, Exit to exit Peachtree, or continue with the next section. 


INTERNET ACTIVITY | 
1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 
2. | Link to Student Edition. 
3. | In the Choose a Chapter field, select Chapter 5. Observe that the Quizzes 


and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 1 Internet Activities for 


Chapter 1-8. Select La or & ——. 
If necessary, scroll down the window to the Internet Activity labeled ASK.COM 
— Chapter 5. Read steps 1-4. _ 2 en 

Follow the steps shown on the textbook’s website to complete this Internet 
activity. eens Deer 
Use a word processing program to answer the questions in steps 1-4. 


SUMMARY AND REVIEW 

Complete the following end-of-chapter activities: 
1. Going to the net, pages 206-207. 
2. Multiple-choice questions, pages 207-209 
3. Exercises 5-1 and 5-2, page 210. 
4. Assessment rubric, page 211. 
5. Analysis question, page 211. 
6. Chapter 5 Index, page 212. 


GOING TO THE NET 


Access website http://smallbusiness.yahoo.com/r-article-a-41095-m-1-sc- 
12-ten_ tips for new small businesses-i. Read the Ten Tips for New 
Small Businesses article. (Hint: If this article is no longer available, link to 


another area from Yahoo’s small business page and write a brief essay— 
no more than 125 words—describing the link.) Going to the Net website 
links are on the textbook website at www.mhhe.com/yacht2011; link to 
Student Edition, select Chapter 5. 
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1. List the 10 tips for starting a new business. 
2. Link to one additional site from this page. 


Multiple Choice Questions: |n the space provided, write the letter that 
best answers each question. 


1. The inventory system used by PCA Is called: 
Sum-of-the-years digits. 

Double-declining balance. 

Straight-line. 

Perpetual inventory. 

e. None of the above. 


2979 


2. Alist of all the accounts used by a company showing an 
identifying number assigned to each account is called: 


A chart of accounts. 
Case-sensitive letters. 
An account number. 
A general ledger. 
None of the above. 


eoa2oom 


3. The account(s) added to Bellwether’s Chart of Accounts in this 
chapter is: 


Account No. 10200, Regular Checking Account. 
Account No. 12000, Inventory. 

Account No. 10500, Money Market Fund. 

a. and c. 

All of the above. 


aqoT78 


4. After the March 15, 2011 transfer of funds, the General Ledger 
Trial Balance shows the following amount in the Money Market 
Fund account: 


a. -$94,500:00) 
b. $954: 74 716% 
¢, $37,50000: 
d. $ 5,394.74. 
e. None of the above. 
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5. In the Maintain Inventory Items window, the default in the Item 
Class list is: 


Labor. 

Description only. 
Non stock. 

Stock item. 

None of the above. 


oQA00M 


6. For Stock-Type Inventory Items, PC xs the following: 


Stock quantities. 
Unit prices. 
Descriptions. 

Cost of goods sold. 
All of the above. 


92909 


7. The journal entry to purchase an inventory stock item is: 


a. Debit Accounts Payable/Vendo: 
Credit Inventory 

b. Debit Inventory 
Credit Accounts Payable/Vendc 

c. Debit Account Receivable/Customer 
Credit Sales Tax Payable 

d. Debit Product Cost 
Credit Inventory 

e. None of the above. 
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8. The journal entry or entries for the sale of an Inventory Item 
are: 


a. Debit Accounts Receivable/Customer 
Credit Sales 
b. Debit Accounts Receivable/Customer 
Credit Sales 
Credit Sales Tax Payable 
Debit Product Cost 
Credit Inventory 
c. Debit Sales-Retail 
Debit Sales Tax Payable 
Credit Accounts Receivable/Customer 
Debit Product Cost 
Credit Inventory 
d. Debit Inventory 
Credit Product Cost 
e. None of the above. 


9. Shows all entries and changes related to the company’s data, 
including actions by specific users. 


Find transactions. 
Report groups. 
Audit trail. 
Internal control. 
All of the above. 


©2909 


10. The integrated system of people, processes, and procedures 
that minimize or eliminate business risks, protect assets, 
ensure reliable accounting, and promote efficient operation is 
called: 


Peachtree’s find transactions capability. 

Peachtree’s audit trail reports. 

Internal control. 

Setting up the administrator for access to all records. 
None of the above. 


C2909 
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Exercise 5-1: Follow the instructions below to complete Exercise 5-1. 
1. Start PCA. Open Bellwether Garden Supply. 


2. Restore data from the end of Chapter 5. This back up was made on 
pages 205-206. 


3. Journalize and post the following transactions: 
Date Transaction Description 


03/18/11 Transfer $1,200 from the Regular Checking Account 
to the Payroll Checking Account. 


03/19/11 Purchased two (2) Oriole Feeders from DeJulia 
Wholesale Suppliers, Invoice No. 94977, $14. 


4. Continue with Exercise 5-2. 
Exercise 5-2: Follow the instructions below to complete Exercise 5-2. 
1. Print the General Ledger Trial Balance. 

2. Back up Exercise 5-2. Use Exercise 5-2 as the file name. 


3. Export the General Ledger Trial Balance to Excel. Use Exercise 5- 
2_General Ledger Trial Balance.xlIsx as the file name. 


Check your figures: 

Account No. 10200, Regular Checking Account $9,046.52 
Account No. 10300, Payroll Checking Account 10,565.26 
Account No. 11000, Accounts Receivable 175,643.11 
Account No. 20000, Accounts Payable 80,682.01 


4. Exit Peachtree. 
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ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 5, Assessment Rubric link. To review 
Peachtree's journals, navigation centers, modules, and task windows, 
complete the blank fields online. 


Navigation Task Journal 
Date Transaction Center/Module | Window | Dr./Cr. 


3/18 | Transfer $1,200 from | 
the Regular Checking 
Account to the Payroll 
Checking Account. 


3/19 | Purchased two (2) 
Oriole Feeders from 
DeJulia Wholesale 
Suppliers, Invoice No. 
94977, $14. 


ANALYSIS QUESTIONS 


1. List four ways that Peachtree includes user security and internal 
control. 


2. How is the audit trail associated with user security? Provide an 
example. 


3. How does user security address the purpose of internal control? 
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LEARNING OBJECTIVES 


Restore data from Exercise 5-2. (This backup was made on page 210.) 
Learn about PCA's Job Cost system. 

Set up a job. 

Coordinate job costs with purchases, sales, and payroll. 

Display the Job Profitability Report. 

Complete the Internet Activity online at www.mhhe.com/yachi201 1. 
Export the Job Profitability Report to Excel. 

Make two backups and save one Excel file. 


0 OO a 


This chapter shows how to use PCA's Job Cost system. In Peachtree, 
you can assign Job ID codes to purchases, sales, and employee hours. 
In this way, Peachtree tracks how each of these factors impacts job 
costs. The diagram below illustrates how job costing works with 
purchases, sales, and payroll. 


Hours Worked 


Peachtree’s job costing feature allows you to track the costs incurred 

while performing a job. To use job costing, identify the project for which 
you want to track expenses and income and then determine how much 
detail is needed. 
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There are several advantages to using job costing: 


It allows you to track income and expenses for each project the 
company undertakes. You can create estimates for each job. As you 
enter invoices for materials or services used in the job through 
accounts payable, they can be assigned to a job so actual costs can 
be compared with job estimates. 


You can exercise greater control over costs and revenues by tracking 
customer invoices and payments received for each job. You can print 
reports during a job's progress to find out the total amount spent and 
net revenues due for each job. 


You can also maintain statistics on various jobs including starting 
date, completion date, and the progress of each job and view these 
by printing various job-costing reports. 


If phases or cost codes are used, you can generate reports to display 
this information, showing whether a job is over or under budget for 
any phase or task involved. This helps contro! costs by adjusting one 
phase or task prior to the job's completion. 


Job costing gives you greater insight into al! the company’s jobs or 
projects so that you know what you are spending, how long it is taking, 
and how much profit was made on each job. 


The diagram below shows how Peachtree organizes job costing. 


1) Setup 2) Tasks 


Applying 
! Invoices 
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GETTING STARTED 


Bellwether Garden Supply has a customer named Franklin Botanical 
Gardens. Once a Job ID is set up for Franklin Botanical Gardens, you 
can track supplies and employee hours charged to this customer. 


1. Start PCA. Open Bellwether Garden Supply. (If Bellwether Garden 
Supply is not shown, restore A New Company. Refer to the Read me 
box on page 29.) 


2. Restore your data from the Exercise 5-2. 


= Company 
a. From the Navigation Bar, select 
Restore. (The Exercise 5-2 backup file was made page 210.) 


b. The Select Backup File window appears. If the Location Led 
shows C: Ba a al 


| . (Or, click 
...J, then select the appropriate location of the Exercise 
5-2 backup file; click | Newt> |) 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 
C:\Sage\Peachtree\Company\Sample\PCW\BCS (or the 


appropriate location on your computer). Click 


d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click Louw wud. When the 
Restore Company scale is 100% emapicie! your data is restored 
and you are returned to the menu bar. If necessary, remove 
external media. 
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Eel To make sure you are starting in the appropriate place in the data 
(Exercise 5-2.ptb backup) check the General Ledger Trial 
Balance. A partial trial balance showing cash account balances is 
shown below. The General Ledger Trial Balance was completed in 
Exercise 5-2, step 1, page 210. 


Bellwether Garden Supply 
General Ledger Triai Balance 
As of Mar 31, 2011 


Filter Criteria includes: Report order is by ID. Report is printed in Detail Format 


| | Account! «Account Description te Debit Amt. Credit Am 
| 110000 — PettyCash f 327 55 

: 10100 Cash on Hand 1,850.45 

' 10200 Regular Checking Account 9.046 52 

: 10300 Payroll Checking Account 10,565 .2¢ 

: 10400 Savings Account 7 500.00 

: 10500 Money Market Fund 4 500.00 


; ; db Customers & Sales 
3. From the Navigation Bar, Fe adtesiee | 


Ly 


| New Job. The Maintain Jobs window appears. 


4. In the Job ID field, type FRANKLIN and press <Enter>. (Hint: 
Peachtree is case sensitive: FRANKLIN is not the same as franklin.) 


5. In the Description field, type Franklin Botanical Gardens and press 
<Enter> two times. 


6. Type 3/3/11 in the Start Date field. Press <Enter> four times (or, 
click on the For Customer field). 


7. Your cursor is in the For Customer field. Select FRANKLIN. 


8. Click on the Job Type field. Select LAND. Compare your Maintain 
Jobs window to the one shown on the next page. 
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Fie Edit GoTo Window Help 
Eicose Sy New ust (ejsove ESave aNew SS delete Ge change ID | jReports ~ |j Attachments 


“lob Ib: FFRANGLIN s 
Descrioton: [Frenkin Botanical Gardens Projected End Date: } 


T™ Use phases to track job in more detail ActualEndDate:[ 


General | Estimated Expenses &Revenue | Notes | 


Percent Complete: | 9.00 


Job Beginning Balances | 
POSEN ES 


9. Save this job, then close the Maintain Jobs window to return to the 
Customers & Sales Navigation Center. 


JOB COSTING AND PURCHASING: Purchasing Inventory Items for 
Jobs 


This new job has some special circumstances; namely, Franklin 
Botanical Gardens has a new building overlooking a park. In the park, 
there are several picnic tables. According to the terms of the contract with 
Franklin Botanical Gardens, Bellwether Garden Supply purchases and 
provides a special wood treatment to the picnic benches. 


When inventory items are purchased for jobs, you need to do the 
following: 


» Record the purchase directly as a job expense. You could indicate a 
Non-stock or a Description only Inventory Item but not a Stock Item. 
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>» Record the purchase into Inventory without entering a Job. When you 
bill the customer, enter the Item and the Job. The system posts the 
price as Job revenue and the Cost of Goods Sold as Job Expense. 


Let’s see how this works. 

Date Transaction Description 

3/20/11 Invoice No. AND501 was received from Anderson’s 
Landscaping for the purchase of special wood 


treatment, $85; terms 2% 10, Net 30 Days. Apply 
this purchase to the Franklin Botanical Gardens job. 


. é ry ¥Yendors & Purchases | 
1. From the Navigation Bar, | cetacean 3 


New Bill. The Purchases/Receive Inventory window displays. 


2. Type or select AND (Anderson’s Landscaping) for the Vendor ID. 
3. Select or type 20 in the Date field. Press <Enter>. 


4. Type AND501 for the Invoice No. (This is a required field.) Press 
<Enter>. 


5. The Apply to Purchases tab is selected. Type 1 in the Quantity field 
and press <Enter> two times. 


6. In the Description field, type Special wood treatment for picnic 
tables and press <Enter> two times. 


7. Account No. 57200, Materials Cost, is the default account displayed 
in the GL Account field. Your cursor is in the Unit Price field. Type 
85 and press <Enter> two times. 


8. Type or select FRANKLIN, the new Job, in the Job field. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Job Cost 219 


© Purchases/Receive Inventory 
Fie Edt GoTo Window Help 


So 8 2 of Ss E Be we ls 2 
flosa New ist & fe Be 5 Joumal Event Layout = Reports i Heip 


Remit to: Anderson's Landscaping Ship to: a 
Bellwether Garden Supply 
1505 Pavilion Place 


Norcross GA | 30098-3203 


| USA 


Custorner SO No. Customer invoice No. Terms Ship via 
@ Apply to Purchases: 85.00 / 


Description GL Account Unit Price 


| 57200 


Other payments and credits: 


Amount paid at purchase: fed 


Vendor balance on Mar 20, 2011 | 0.80 


If your GL Account field and A/P Account field are not displayed on 
the Purchases/Receive Inventory window, see the instructions on 
page 16, step 1c, Hide General Ledger Accounts area. 


9. Click L28¥°J to post this purchase. Close the Purchases/Receive 
Inventory window to return to the Vendors & Purchases Navigation 
Center. 


JOB COSTING AND SALES 


Follow these steps to invoice Franklin Botanical Gardens for a drip 
irrigation system and apply this sale to Franklin Botanical Gardens, Job 
ID, FRANKLIN. 


Date Transaction Description 


3/21/11 Bellwether Garden Supply sold one Bell-Gro Home 
Irrigation System, Item No. EQWT-15100, to Franklin 
Botanical Gardens on account, $129.99, plus $9.10 
sales tax, total $139.09; terms 2% 10, Net 30 Days. 
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a Customers & Sales 


1. Select 
Sales/Invoicing window displays. 


, New Sales Invoice. The 


2. In the Customer ID field, click I and select Franklin Botanical 
Gardens as the Customer. Then, press the <Enter> key. 


3. Select or type 21 in the Date field. 
4. |f necessary, click on the Apply to Sales tab. 


5. Click on the Quantity field, type 1 and press <Enter>. 
6. Inthe Item field, type EQWT-15100 (Drip Irrigation System). 


7. Press <Enter> until you are in the Job field. (You are accepting all 
of the displayed information when you do this.) 


8. Type or select FRANKLIN, the Job ID for Franklin Botanical Gardens. 


° Sales/Invoidng 


Customer ID: 


Bill to: Franklin Botanical Gardens 
4589 East Jefferson Blvd. 
Alpharetta, GA 30004 


Customer PO 


[>] Apply tickets/expenses x: 9.10 | GAFULTON 


Freight: 0.00 


Customer Account as of Mar 21, 2011 — Other applied credits 0.00 139.09 Invoice total 


Balance: 3,407.12 > J 
| Credit limit: 50,000.00 Amount paid at sale 0.00 139.09 Net due 
| Credit status: Notify Over Limit 
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If your GL Account field and A/R Account field are not displayed on 
the Sales/Invoicing window, see the instructions on page 16, 1c, Hide 
General Ledger Accounts area. 


bal = 
9. Click to post this invoice. Close the Sales/Invoicing window 
to return to the Customers & Sales Navigation Center. 


JOB COST AND PAYROLL 


In the example that follows, one employee applied the special wood 
treatment to the picnic tables at Franklin Botanical Gardens. The 

employee spent one hour applying the wood treatment. _ 
B Employees & Payroll | 


1. From the Navigation Bar, select 
Pay : 


Employees 4 


4, Enter Payroll for One Employee. The Payroll Entry 
window appears. 


2. Click [SJ in the Employee ID field. Select Alex C. Kornel and press 
<Enter>. 


3. Type 29 as the Date. Press <Enter> two times. 


4. Type 29 in the Pay Period Ends field. 


5. On the icon bar, select the Jobs icon L: . The Labor Distribution 


to Jobs window appears. 


6. In the Job field, click on the down arrow and FRANKLIN. Press the 
<Enter> key. 


7. Type 1 in the Hours field. Press the <Enter> key. In the Amount 
field, 14.00 is shown. 
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Labor Distribution to Jobs 
@ ¥ BB. @ 
Cancel OK flow Help 


Hours Assigned to Jobs 


é Job Hourly Field | Hous =m) 
FRANKLIN Regular 1.00 
| al a) |) 


Hours Not Assigned to Jobs 
Hourly Field 


7 
8. Click |x| You are returned to the Payroll Entry window. 


ih 
9. Click to post the paycheck. Close the Payroll Entry window to 
return to the Employees & Payroll window. 


JOB COST REPORTS 


Job cost reports tell you how jobs are progressing. Follow these steps to 
look at Job Cost Reports. 


1. From the menu bar, select Reports & Forms; Jobs. The Select a 
Report or Form window displays. 


2. Inthe Job Reports: Project Information list, double-click Job 
Profitability Report. The Job Profitability Report appears. 
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3. Scroll down to FRANKLIN. 


‘ FRANKLIN 40000-EO 429.99 
50000-EQ 59 95 
57200 85.00 
7500 44.00 
129.99 158.95 
‘FRANKLIN Total 129.99 458.95 28.96 


The report breaks down each job according to what was spent or 
earned for each affected general ledger account. It also shows the 
profit or loss for each job. 


4. Close the Job Profitability Report window. Close the Select a Report 
or Form window to return to the Employees & Payroll Navigation 
Center. 


BACKING UP CHAPTER 6 DATA 
Follow these steps to back up Chapter 6 data: 


P : Ps Company 
1. From the Navigation Bar, select == 


Back up. 


‘ link to 


2. Click | Backue | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 6 in the File 
name field. 


4. cick 


5. When the window prompts that This company backup will require 


approximately 9.89MB, click ok] When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 6. You are returned to the menu 
bar. 


6. Click File, Exit to exit Peachtree or continue. 
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INTERNET ACTIVITY 
From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 
Link to Student Edition. 


In the Choose a Chapter field, select Chapter 6. Observe that the Quizzes 
and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 1 Internet Activities for 


Chapter 1-8. Select LL | 
If necessary, scroll down the alee to ENCYCL -OPEDIA OF BUSINESS 


CASE TERMS — Chapter 6. Read steps 1-3 
Use the Business Encyclopedia website to look up words related to 
accounting. 


Follow the steps shown on the book’s website to complete this Internet 
Activity. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


de 


z: 


5 


6. 


Going to the net, pages 224-225. 


Short-answer questions, pages 225-227. 


. Exercises 6-1 and 6-2, pages 227-228. 


Assessment rubric, pages 228-229. 
Analysis question, page 229. 


Chapter 6 Index, page 230. 


GOING TO THE NET 


Access the Sage website at www.sage.com. Link to Sage Worldwide. 
The URL is http://www.sage.com/ourbusiness/sageworldwide. Choose 
your location; for example, select North America (or, other location). Link 
to the USA. (Going to the Net links are on the textbook website at 
www.mhhe.com/yacht2011; link to Student Edition, select Chapter 6.) 
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1. In North America, how many small and medium sized businesses 
does Sage Software provide business management software to? 
2. List Sage Software's brands. 


Short-Answer Questions: Write a brief answer to each one of the 
questions. 


1. Draw the diagram that shows how the job cost system works with 
purchases, sales, and payroll. 


2. What is the description of the Franklin Botanical Gardens job? 
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3. What is the customer ID for Franklin Botanica! Gardens? 


4. How much does Franklin Botanical Gardens owe for the one Bel-Gro 
Home Irrigation System (include the sales tax)? 


5. What is the GL account (name and number) for the purchase of the 
wood treatment? 


6. What is the name of the report that tells you about Bellwether’s jobs? 


7. What is the website address for the Encyclopedia of Business Case 
Terms? 
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aoe 


How many hour(s) did Alex C. Kornel work on the Franklin Botanical 
Gardens job? 


Summarize the advantage to using Peachtree’s job costing feature. 


What does the Job Profitability report show? 


Exercise 6-1: Follow the instructions below to complete Exercise 6-1. 


le 


2 


Start PCA. Open Bellwether Garden Supply. 


Restore data from the end of Chapter 6. This backup was made on 
page 223. 


Journalize and post the following transactions: 
Date Transaction Description 
03/26/11 Sold two Bel-Gro Impulse Sprinklers (EQWT-15160) to 
Franklin Botanical Gardens, $64.18 (includes sales tax); 


terms 2% 10, Net 30 Days; Job ID Franklin Botanical 
Gardens. 
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03/26/11 Invoice No. AND967 was received from Anderson's 
Landscaping for the purchase of one container of 
special wood treatment for $85; terms 2% 10, Net 30 
Days; Job ID Franklin Botanica! Gardens. (Debit 
Materials Cost.) 


03/29/11 Amanda W. Chester worked one hour on the Franklin 
Botanical Gardens job. Apply her paycheck to this job. 


4. Continue with Exercise 6-2. 
Exercise 6-2: Follow the instructions below to complete Exercise 6-2. 
1. Print a Job Profitability Report. 


2. Back up Exercise 6-2. Use Exercise 6-2 as the file name. 


yD Read Me 


This backup is important. If you are using external media; for example, a 
USB drive, do not delete the Exercise 6-2.ptb file. You restore the Exercise 6-2.ptb 
backup file to complete work in Part 4, Chapters 16, 17, and 18. 


3. Export the Job Profitability Report to Exce|. Use Exercise 6-2_Job 
Profitability Report.xlsx as the file name. 


Check Your Figures: Job Profitability Report, FRANKLIN 


Actual Revenue, $189.97 
Actual Expenses, $281.85 
Profit dollars, -$91.88 
Profit percentage, -48.37 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 6, Assessment Rubric link. To review 
Peachtree's journals, navigation centers, modules, and task windows, 
complete the blank fields online. 
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Date 
3/26 


| 


Transaction 


Navigation 
Center/Module 


Task — 
Window _ 


| Journal 


Sold two Bel-Grow 
Impulse Sprinklers 
(EQWT-15160) to 
Franklin Botanical 
Gardens, $64.18 
(includes sales tax); 
terms 2% 10, Net 30 
days; Job ID Franklin 
Botanical Gardens. 


| Dr./Cr. 


3/26 


Invoice No. AND967 
was received from 
Anderson's 
Landscaping for the 
purchase of special 
wood treatment, $85; 
terms 2% 10, Net 30 
Days. Apply this 
purchase to the 
Franklin Botanical 
Gardens jobs. 


3/29 


Amanda W. Chester 
worked one hour on 
the Franklin Botanical 
Gardens job. Apply 
her paycheck to this 
job. 


ANALYSIS QUESTION 


Explain the interrelations of jobs, purchases, sales and payroll. 
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vA Financial Statements 


LEARNING OBJECTIVES 


Restore data from Exercise 6-2. This backup was made on page 228. 
Explore Peachtree’s Help feature. 

Print the financial statements. 

Use drill down to go from the income statement to the general 
ledger, then to the original entry window. 

Export the financial statements to Excel. 

Complete the Internet Activity online at www.mhhe.com/yacht2011. 
Make an optional backup of Chapter 7. (The Exercise 6-2.ptb 
backup, page 228, includes the data needed for Chapter 7.) Save 
one Excel file. 


ee CE 


me Onn 


FINANCIAL STATEMENTS 


In Chapters 1 through 6, you explored the sample company, Bellwether 
Garden Supply. You learned how PCA’s user interface works and how to 
navigate the software. In Chapters 1 through 6, you also journalized and 
posted various types of transactions. Beginning with Chapter 9, you 
learn how to use these features to set up service businesses from 
scratch. 


In Chapter 7, you learn about PCA’s financial statements. Once journal 
entries have been recorded and posted, Peachtree automatically 
calculates financial statements. Since business managers and owners 
have the primary responsibility for the organization, they depend on 
accounting information in the form of financial statements to understand 
what is happening. 


All the financial statements printed by PCA reflect the current month and 
year-to-date amounts. 
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In this chapter, six financial statements are printeo. 
1. Balance Sheet. 
2. Gross Profit by Departments. 
3. Income Statement. 
4. Statement of Cash Flow. 


5. Statement of Retained Earnings. 


6. Statement of Changes in Financial Position (SCFP). Even though 
the Financial Accounting Standard Board Coes not require a SCFP, 
Peachtree includes it. (Refer to Read Me on p. 247.) 


Balance Sheet 


A balance sheet is a list of assets, liabilities, and capital of a business 
entity as of a specific date, such as the last cay of an accounting period 
or the last day of the year. 


Each financial statement may be modified to “i your needs. PCA includes 
a Design icon for that purpose. Later in this chapter, you learn about how 
to use PCA’s Help feature to design financia’ statements. In Chapter 16, 
Customizing Forms, you learn more about modifying PCA’s standard 
forms. 


Gross Profit by Departments 


A departmentalized accounting system provides information that 
management can use to evaluate the profitability or cost effectiveness of 
a department's activities. The Gross Profit by Departments financial 
statement is a custom report designed for Be!|wether that details each 
department's year-to-date gross profit as of the current month. 


Some of Bellwether’s chart of account numbers have a dash, then an AV 
or a BK. For example, Account No. 40000-A\, Sales - Aviary; and 
Account No. 40000-BK, Sales - Books show the departmental 
designation. 
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PCA includes a feature called masking which allows organization of the 
business by department. Then, custom forms can be designed to 


accommodate a departmentalized accounting system. The wrench th 
to the left of some of Bellwether’s financial statements indicates custom- 
designed forms. 


Income Statement 


The income statement is a summary of the revenues and expenses a 
company accrues over a period of time, such as an accounting period or 
a year. Only revenue and expense accounts are displayed on the income 
statement. Net income is computed by subtracting total expenses from 
total revenues. Net income results when revenues exceed expenses. An 
excess of expenses over revenues results in a net loss. Bellwether's net 
loss for the current month, March 1 through March 31, 2011, is 
$2,625.61. A net loss is indicated on the income statement with 
parenthesis ($2,625.61). Bellwether’s year-to-date net income is 
$25,476.82. On page 243, the Income Statement is printed. 


In addition to dollar figures, the income statement also includes 
percentage-of-revenue columns for the current month and year to date. 
The percentages shown for each expense, total expenses, and net 
income (or net loss) indicate the relationship of each item to total 
revenues. 


Statement of Cash Flow 


The cash flow from operations is roughly the same as income from 
operations plus depreciation, depletion, and adjusted for any other 
operating transactions that had no effect on cash during the period. The 
statement of cash flow also reports cash transactions associated with the 
purchase or sale of fixed assets (Investing Activities) and cash paid to or 
received from creditors and owners (Financing Activities). 


The statement of cash flow provides the answers to three questions: 
1. Where did cash receipts come from? 
2. What were cash payments used for? 


3. What was the overall change in cash? 
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Statement of Retained Earnings 


The Statement of Retained Earnings shows beginning and ending 
retained earnings amounts, adjustments made to retained earnings within 
the report period, and the detail for all Equity-gets closed accounts. The 
retained earnings balance is the cumulative, life‘ime earnings of the 


company less its cumulative losses and dividend: 


Statement of Changes in Financial Position 


The statement of changes describes changes ‘1 2 company’s financial 
position that may not be obvious from other financial statements. The 
statement of changes shows the change in wor«'ng capital, assets, and 
liabilities for a given period of time. (For more information, refer to Read 


me, page 247.) 


Interrelationship of Financial Statements 


The financial statements work together. The net income (or net loss) from 
the income statement is reported on the balance sheet’s capital section. 
The net income or net loss is used to update !1¢ balance sheet’s capital 
amount: Capital Beginning of the Year — Nei oss (or + Net Income) = 
Total Capital. 

On the statement of retained earnings, the Ending Retained Earnings 
balance is $214,514.42. On the balance sheet, if you add the net income 
$25,476.82 to the balance sheet’s retained earnings amount, 


$189,037.60, the result is $214,514.42. This amount, $214,514.42, is the 
same as the Ending Retained Earnings balance on the Statement of 
Retained Earnings. 


The total of all the cash accounts on the Balance Sheet (Petty Cash, 
Cash on Hand, Regular Checking Account, Payroll Checking Account, 
Savings Account, and Money-Market Fund) is shown as the Cash 
Balance at End of Period on the statement of cash flow, $32,060.92. The 
statement of cash flow uses information from both the balance sheet and 
income statement. 


The statement of changes in financial position uses information from the 
income statement and balance sheet. The net income is shown on the 
income statement. Current assets and current liabilities are derived from 
the balance sheet. 
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No single financial statement tells the entire story. The income statement 
indicates how much revenue a business has earned during a specific 
period of time, but it says nothing about how much of that amount has or 
has not been received in cash. For information about cash and accounts 
receivable, we have to look at the balance sheet, statement of cash flow, 
and statement of changes in financial position. 


GETTING STARTED 


1s 


. From the Navigation Bar, select 


If necessary, start PCA. Open the sample company, Bellwether 
Garden Supply. (If Bellwether Garden Supply is not shown, restore 
A New Company. Refer to Read me, page 29.) 


If necessary, follow steps a. through e. to restore your data from the 
Exercise 6-2 back up. 


= com pany 
me 


saved deihoamkeel ‘ link to 
Restore. (The Exercise 6-2 backup was made page 228. ) 


. The Select Backup File window appears. If the Location field 


shows :\Sage\Peachtree\Company\Sample\PCW\BCS\Exercise 
6-2.ptb, click L Net] (Or, click Kemal] then select the 


appropriate location of the Exercise 6-2 backup file; click 


. The Select Company window appears. The radio button next to 


An Existing Company is selected. The Company name field 
shows Bellwether Garden Supply; the Location field shows 
C:\Sage\Peachtree\Company\Sample\PCVW\BCS (or the 


Next > 


appropriate location on your computer). Click Luu 


. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click 


. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click . When the 
Restore Company scale is 100% complete, your data is restored 
and you are returned to the menu bar. If necessary, remove 
external media. 
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Lal To make sure you are starting in the appropriate place in the data 
(Exercise 6-2.ptb backup) check the Job Profitability Report. The 
results for Franklin Botanical Gardens are shown below. 


40000-EQ 


129.99 
59.98 
50000-EQ 


57200 


77500 


USING PEACHTREE’S HELP FEATURE 


In Chapter 5 on pages 172-174 you used PCA's Help feature to access 
the sample company’s chart of accounts. Later in Chapter 5, on pages 
199-200, you used Peachtree’s Help feature to learn about security and 
internal controls. In this chapter, you learn how to access Peachtree’s 
Help feature to learn more about financial statements. 


Follow these steps to learn more about Help: 


1. From the menu bar, click Help; Peachtree Accounting Help. The 
Peachtree Help window displays. If necessary, click on the Index tab. 


2 Peachtree Help 


Up le toe AR te 


Hide Back Forward Home Print Glossary 


ss Selectthe — 
Content Index FSEaH aa a ees §6INGOX tab, Es) 
Type in the keyword to find. ! \ | 


——) Navigation Bar Ricmmnekiail 


||| = ow Oo 1... 
tower limits for i 


| printing || The Navigation Bar appears at the left side of the Peachtree main 

1099 form | window and offers access to “pag called Navigation Centers. They 
entenng after-the-fact payment informatic } ; ‘ + - 
foulac brian toe | provide information about and access to the Peachtree program: 


panting 


settings | e Business Status (Peachtree Complete and higher only) 
troubleshooting printing i 

troubleshooting printing, overview 4 e Customers & Sales 
1099 settings t 


reimbursement | 
rent ‘ 
1099 Vendor Report 


e Vendors & Purchases 


12-petiod income staternent | ~ Inventory & Services 
13 period income statement 4 
401(k) plan | © Employees & Payroll 


entering contribution rates 


setting up, overview / e Banking 
setting up. procedure 3 
4 withhelding information i @ n 
403K plan H Company 
Herat acs When you click the section representing one of these Navigation 
compieting || Centers, the panei to the right of the Navigation Bar displays 
Se. | information related to that area of the program. 
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2. Type balance sheet in the Type in keyword to find field. Observe 
that Balance Sheet is highlighted. 


3. Click [Display | Read the information on the right pane. 


Read information } 
in the right pane. E ep esse aban anit, See 


_ 
Le 


|| Balance Sheet 


A balance sheet shows the financial position of the account 
|] on a specific date. A balance sheet is always dated as of a 
|| date. For example, the balance sheet as of December 31, 1 
the entity's financial position as of the end of 1992. A balar 
of January 31 shows the financial position as of the end of 


| filter options 
| format of 

| howto read (Accounting Primer} 
transactions affect 


printing 

printing displayed 

vs. income statement 
Balance Sheet/Budgets 

i Hloon tps 


|| We shail start to prepare a balance sheet for Computer Solutions, 


controlling 


i lbank account 
| adding 
| reconciling, overview 
reconciling, procedure 
account number, locating 
deposits. entering and printing ticket 


| using the following format. 


COMPUTER SOLUTIONS 
Balance Sheet ag of January 31 


Assets | Equities 


jbank holidays 
|bank statement 
downloading 
Hort summary 
imported interes¥charges 
| imparting 
| importing corrected 
| | importing, choose how to 
| importing, manually select 
| importing, procedure 
| manually importing 
| merchant discount fees 
| reconciling, procedure 
| Banking Navigation Center 
} accountbalances, customizing 


| Note that the balance sheet has two sides. The left-hand side is c | 
the assets side. Amounts listed on that side show the resources o Te) 
| by the entity. The right-hand side is called the equities side. | 


; 
j | 
} 
i 


| The amounts shown on the right-hand side can be explained in either 

| of two ways; both are correct. In one view, equities are claims against 
|| the assets. In the other view, equities show the amount of funds that 

| have been supplied to the entity from various sources. As you 

| proceed, you may find that one of these views makes more sense to 

ou than the other. Use that one. 


4. |f necessary, on the Peachtree Help title bar click to enlarge the 
Peachtree Help window, or scroll down. Link to How Transactions 
Affect the Balance Sheet. Read the information on this page. From 


this page you can link to Accounting Primer Topics, or you can scroll 
down and link to other areas. 


5. Click I on the Peachtree Help title bar to close the window. 


DISPLAYING THE FINANCIAL STATEMENTS 


You have already used the Reports & Forms menu to print PCA reports. 


In the steps that follow you use the Company Navigation Center to print 
financial statements. 
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1. From the Navigation Bar, click aia |. The 
Recently Used Financial Stmnts area lists the reports that were 
viewed recently. Std Balance Sheet is shown. 


2. Link to View or Print the Std Balance Sheet. 


OW Read Me 


If Std Balance Sheet is not shown, follow these steps: 


Link to View All Financial Statements. The Select a Report window 


appears. 
hg hs Balance Sheet. 


Click Aw] _,| | . The <Standard> Balance Sheet window 


appears. 
Display or print the Balance Sheet. 


Standard (Std) refers to statements that PCA has already set up. As 
noted in the Help window, Peachtree has a feature that allows you to 
design financial statements to fit your company’s needs. The financial 
statements with a red arrow next to them are customized forms. 


Compare your balance sheet with the one shown on the next two 
pages. 


If you printed the report, observe that a line at the bottom of the 
reports says “Unaudited — For Management Purposes Only.” 
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Current Assets 

Petty Cash 

Cash on Hand 

Regular Checking Account 
Payroll Checking Account 
Savings Account 

Money Market Fund 
Accounts Receivable 
Other Receivables 
Allowance for Doubtfial Account 
Inventory 

Prepaid Expenses 
Emplovee Advances 

| Notes Recervable-Current 
Other Current Assets 


Total Current Assets 


Property and Equipment 
Furniture and Fixtures 
Equipment 

Vehicles 

Other Depreciable Property 
Buildings 

Building Improvements 

Accum. Depreciation-Furniture 
m. Depreciation-Equipment 
Accum. Depreciation-Vehicles 
Accum. Depreciation-Other 
Accum. Depreciation-Buiidings 
Accum. Depreciation-Bidg Imp 


Total Property and Equipment 


Other Assets 

Deposits 

Organization Costs 

Accum Amortiz - Organiz Costs 
Notes Receivable- Noncurrent 
Other Noncurrent Assets 


Total Other Assets 


Total Assets 


Current Liabilities 

Accounts Payable 

Acemed Expenses 

Sales Tax Payable 

Wages Payable 

401 K Deductions Payable 
Heatth Insurance Payable 
Federal Payroll Taxes Payable 


3 


Bellwether Garden Supply 
Balance Sheet 
March 31. 2011 


ASSETS 


327.55 
1.85045 
9.046 52 
$.836.40 
7,500.00 
4500.00 

175.846 38 
7,681.84 
5,000.00) 
12,453.96 
14,221.30 
3,000.65 
11.000 00 

120.00 


62,769.25 
38,738.33 
$6,273.40 

6,200.96 

185,500.00 
26,500.00 

(54,680.57) 

(33,138.11) 

(51.585 26) 
(3,788.84) 

(34,483.97) 
(4,926.28) 


15,000.00 
4,995.10 
(2,000.00) 
5.004.960 
3,333.00 


LIABILITIES AND CAPITAL 


$0,852 01 
3,022.35 

18,073.34 
2.320.309 
2,579.92 
(530.64) 

42,381.73 


251,385.05 


223,378.91 


26,333.00 


501,096.96 


Unaudited - For Management Purposes Only 
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FUTA Tax Payable 

State Payroll Taxes Payable 
SUTA Tax Payable 

Local Payroll Taxes Payable 
Income Taxes Payable 

Other Taxes Payable 

Current Portion Long-Term Debt 
Contracts Payable- Current 
Other Current Liabilities 


Total Current Liabilities 


Long-Term Liabilities 
Notes Payable-Noncurrent 


Total Long-Term Liabilities 
Total Liabilities 

Capital 

Common Stock 

Paid-in Capital 

Retained Eamings 

Net Income 


Total Capital 


Bellwether Garden Supply 


Balance Sheet 
March 31, 2011 


258.20 
6.946 31 
658.67 
113.25 
11,045.75 
2,640.15 
5,167.00 
2,000.00 
54.00 


5,000.00 
100,000.00 
189,037.60 

25.476 82 


319,514.42 


Total Liabilities & Capital $ 
Unaudited - For Management Purposes Only 


501,096.96 


Follow these steps to display the Gross Profit by Departments financial 
statement for the current period. 


1. Close the <Standard> Balance Sheet window. On the Company 
Navigation Center, link to View All Financial Statements. 


2. From the Select a Report or Form window, double-click Gross Profit 
by Departments. 


3. If the Show Zero Amounts box is checked, click on it once to 


uncheck it. Click Eee | The Departmental Gross Profit 
Totals report appears. 
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Bellwether Garden Supply 
Departmental Gross Profit Totals 
Year To Date Totals For the Month Ending March 31, 2011 


| Aviary Books 

1S $ 51,697.86 100.00 $ 7,293.10 100.00 
fotal Revenues 51,697.86 100.00 7,293.10 100,00 
| 

Cost of Sales 

i Product Cost - Aviary 20,954.25 40.53 0.00 0.00 
| Product Cost - Books 0.00 0.00 2,361.37 32.38 
Product Cost - Equipment 0.00 0.00 0.00 0.00 
| Total Cost of Sales 20,954.25 40.53 2,361.37 32.38 
H \nichistsananappaestnerteivescearetartemmnmemiatese: are ARAA IS 


| Gross Profit 30,743.61 59.47 4931.73 67.62 


| Sea 


The Departmental Gross Profit Totals report lists the deparimenial 
gross profit totals for the following departments: Aviary, Books, and 
Equipment. 


4. Close the Gross Profit by Departments window. 


ay 


Departmental Masking 


Tne Departmental Gross Profit report shown above is separated into 
‘three departments: Aviary, Books, and Equipment. A feature included in 
*eachtree called masking allows you to departmentalize financial 
statements. Masking is the ability to limit information on the report to a 
single division, department, location, or type code. 


“or masking, account numbers could be set up like this. 


1001M01 
Ae ee 


Main Branch 
Department 


\Vhen you print or display a report, you can filter the report using 
wildcard characters. In this example, you would type *****01 to include 
all departments ending in 01. You would type ****M** to show only main 
branch numbers on the report. You could type 10***** to find all asset- 
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type accounts for all branches and departments (assuming your asset 
accounts all begin with 10). 


Wildcards make it easy to select a range of account numbers. In 
Peachtree, the only valid wildcard character is an asterisk. An asterisk 
represents any number of characters. 


You can filter or mask the information that appears on certain general 
ledger reports. This is done by the use of 15 characters that are allowed 
in the Account ID field of your general ledger accounts. To see the 
account masking option, do this. 


1. Select Reports & Forms. 

2. Select General Ledger. 

3. Highlight the Chart of Accounts report. 

4. Click Options on the toolbar. 

5. In the Select a filter area, highlight Department Mask. 

6. In the Select an option area, select Use wildcards. Type 10*****. 


Filters 


Select a fitter: 


; RRS ere ee 
@ Use wildcards 11OF tres 


Active/Inactive 


7. Click OK. The Chart of Accounts appears with account numbers 
starting with 10. Close the Chart of Accounts. 


Bellwether Garden Supply masks departments by adding a suffix for the 
department name—AV for Aviary, BK for Books, etc. 


Follow these steps to display the income statement: 


1. From the Select a Report or Form window, select Financial 
Statements, then double-click <Standard> Income Stmnt. 


2. Uncheck the show Zero Amounts field. Click ae | The 


Income Statement appears. 


The income statement is shown on the next page. 
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Bellwether Garden Supply 
Income Statement 
For the Three Months Ending March 31, 2011 


Current Month Year to Date 
; $ 295.00 033 $ 0.10 
s - Aviary FAI273i 8.09 18.38 
P Books 149.75 0.17 2.59 
s - Equipment 18,038.77 20.33 21.47 
ales - Food Fert 1,006.96 1.14 1.35 
s - Hand Tools 729.67 0.82 2.51 
s - Landscape Services 17,467.43 19.69 9.59 
s ~ Miscellaneous 6.00 0.06 0.02 
33,795.03 38.10 24.04 
7.91931 8.93 4.08 
1457.43 1.64 308 
724.92 0.82 3.25 
| 100.00 011 
| Sales Discounts (145.72) (0.16) 
| Tota! Revenues 88,711.26 100.00 100.60 
| 
f ost of Sales 
| Product Cost (68.50) (0.08) (68.50) (0.02 
| Product Cost - Aviary 2,210.60 2.49 20,954.25 745 
Product Cost - Books 14.27 0.02 2,361.37 0.84 
| Product Cost - Equipment 7,482.30 $43 24,238.80 8.62 
| duet Cost - Food/Fert 398.80 0.45 2.060.04 0.73 
| Product Cost - Hand Tools 287.15 0.32 2,813.85 1.00 
—— Cost - Pots 3,148.60 3.55 3,423.60 1.22 
| duct Cost - Seeds 584.45 0.66 3,450.65 1.23 
| Product Cost - Soil 310.72 0.35 4075.97 145 
i Direct Labor - Nursery 1,750.00 1.97 3,062.50 1.09 
| Materials Cost 1,567.45 277 1,567.45 0.56 
| Materials Cost - Nursery 5.438.40 6.13 9.668.50 3.44 
| Subcontractors - Landscaping 335.50 0.38 335.50 0.12 
| Total Cost of Sales 2345974 26.45 1794398 27.70 
| Gross Profit 65,251.52 73.55 203,396.11 72.30 
0.00 0.00 50.00 0.02 
1,325.00 149 1,325.00 0.47 
274.56 0.31 274.56 0.10 
1,341.09 LS1 1,341.09 0.48 
18.00 0.02 18.00 0.01 
recitation Expense 2,761.30 3.41 8,394.00 2.98 
al and Professional Expense 150.00 0.17 $10.00 0.18 
Licenses Expense 150.00 0.17 150,00 0.05 
Maintenance Expense 75.00 0.08 75.00 0.03 
| Office Expense 534.64 0.60 534.64 0.19 
| Payroll Tax Exp 5854.46 6.60 16,115.88 5.73 
Rent or Lease Expense $50.00 0.62 1,100.00 0.39 
Repairs Expense 125.00 0.14 3,694.00 131 
Supplies Expense 2,873.42 3.24 2,873.42 1.02 
Utilities Expense 303.45 0.34 303.45 0.11 
Wages Expense 51,086.42 57.59 140,705.46 50.01 
Other Expense 464.90 0.52 464.90 0.17 
Purchase Dise~ Expense Items (10.11) (0.01) (10.11) 0.00 


Total Expenses 67,877.13 7651 177,919.29 63.24 


Net Income $ (2,625.61) (2.96) $ 25,476.82 9.06 


For Management Purposes Only 
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Drill Down from the Income Statement to Origina! Entry 


Follow these steps to follow an account balance from the income 
statement, to the general ledger, then to the original entry window. This is 
called drill down. 


1. The income statement should be displayed. Place your cursor over 
7,172.71, Sales — Aviary. sell. 
[Sales - Aviary [ @\ 7.172711] Observe that the 
cursor becomes a magnifying glass icon with a Z in the middle. (Z is 
an abbreviation for zoom). Double-click with your left mouse button. 


2. The General Ledger Account 40000-AV, Sales - Aviary, appears. 
From the general ledger you can drill down to the Receipts window. 
For example, double click on the 3/5/11 Cash Receipts Journal 
(CRJ) entry for $79.96. 


Retail (Cash) Sales - Item: A\ 79.96 


(3/5/11 CASH030503_CRJ 

3. This takes you to the Receipts window. The original entry for 4 
Thistle Bird Seed Mix-6 Ib. (AVRY-10140) is shown (19.99 x 4 = 
79.96). Close the Receipts window to go back to the General Ledger 


Account No. 40000-AV. 


4. Drill down from one of the Sales Journal (SJ) entries. The 
Sales/Invoicing window appears. 


5. When you are through using drill down, close the Sales/Invoicing 
window, General Ledger, and Income Statement windows to return 
to the Select a Report or Form window. 


Follow these steps to display the Statement of Cash Flow. 


1. From the Select a Report or Form window, double-click <Standard> 
Cash Flow. 


2. The <Standard> Cash Flow Options window displays. Uncheck 
show Zero Amounts. 


3. Click Bc | The Statement of Cash Flow appears. If printed, 


observe that the bottom of the report says “Unaudited — For Internal 
Use Only.” 
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Bellwether Garden Supply 
Statement of Cash Flow 
For the three Months Ended March 31, 2011 


| Current Month Year to Date 
Cash Flows from operating activities 

Net Income $ (2,625.61) $ 25,476.82 
Adjustments to reconcile net 

income to net cash provided 

by operating activities 

Accum. Depreciation-Furniture 420.80 1,262.40 
Accum. Depreciation-Equipment 385.05 1,265.25 
Aceum. Depreciation-Vehicles 1,437.89 4313.67 
Aceum. Depreciation-Other 64.57 193.71 
Accum. Depreciation-Buildings 396.37 1,189.11 

| Accum. Depreciation-Bldg Imp 56.63 169.87 
Accounts Receivable (10,905.71) (172,747.94) 
Other Receivables 0.00 (3,672.24) 
Inventory 13,582.87 6,144.23 
Accounts Payable 10,497.38 76,949.26 
Sales Tax Payable 4,375.97 15,612.79 
401 K Deductions Payable 825.32 2,135.22 
Health Insurance Payable (530.64) (530.64) 
Federal Payroll Taxes Payable 14,617.04 40,794.88 
State Payroll Taxes Payable 2,138.64 5960.98 

Other Taxes Payable 50.00 50.00 
Other Current Liabilities 150.00 150.00 
Total Adjustments 37,562.18 (20,759.45) 
Net Cash provided by Operations 34,936.57 4,717.37 


Cash Flows from investing activities 
Jsed For 


Net cash used in investing 


Cash Flows from financing activities 
roceeds From 
ised For 


Net cash used in financing 0.00 0.00 


Net increase <decrease> in cash $ 3493657 $ 4.71737 


Summary 
Cash Balance at End of Period $ 32,060.92 $ 32,060.92 
Cash Balance at Beg of Period 2,875.54 (27,343.66) 


Net Increase <Decrease> in Cash $ 3493646 $ 4,717.26 


Unaudited - For Internal Use Only. 


4. Close the Statement of Cash Flow. 
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enw ELE 


Follow these steps to display the Statement of Retained Earnings: 


1. From the Select a Report or Form window, double-click <Standard> 
Retained Earnings. 


2. The <Standard> Retained Earnings Options window appears. 
Uncheck show Zero Amounts. 


3. Click Sra | The Statement of Retained Earnings appears. 


Bellwether Garden Supply 
Statement of R =d Earnings 


For the Three Mont nding March 31, 2011 
Beginning Retained Earnings } 189,037.60 
Adjustments To Date 0.00 
Net Income 25,476.82 
Subtotal 214,514.42 


Ending Retained Earnings 214,514.42 


For Management Purp: 


4. Close the Statement of Retained Earnings. 


Follow these steps to print the Statement of Changes in Financial 
Position: 


1. From the Select a Report window or Form window, double-click 
<Standard> Stmnt Changes. 


2. The <Standard> Stmnt Changes Options window displays. Uncheck 
Show Zero amounts. 


3. Click . The Statement of Changes in Financial Position 


appears. Observe that the bottom of this report says “For 
Management Purposes Only.” 
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Bellwether Garden Supply 
Statement of Changes in Financial Position 
For the three months ended March 31, 2011 


Current Month 


rees of Working Capital 

t Income $ (2,625.61) $ 25.476 .82 
Add back items not requiring 

king capital 

cecum. Depreciation-Furniture 420.76 
cum. Depreciation-Equipment 384.99 
cum. Depreciation-Vehicles 1,437.89 
m. Depreciation-Other 64.57 ¢ 
' m. Depreciation-Buildings 396.36 1,189.1 
- Accum. Depreciation-Bldg Imp 56.63 i 


king capital from operations 135.59 33,870.72 
er sourees 


Total sources 135.59 33.870.72 


pUses of working capital 


otal uses 0.00 


Net change $ 135.59 $ 33,870.72 


lysis of componants of changes 
ease <Decrease> in Current Assets 


Cash $ 22735 3 
lar Checking Account (631.21) 
| Checking Account 30,840.12 

\ ney Market Fund 4,500.00 
| Accounts Receivable 10,905.71 
| Other Receivables 0.00 
i tory (13,582.87) 
i crease> Decrease in Current Liabilities 
| Accounts Payable (10.497.38) (76,949.26) 

es Tax Payable (4.375.97) (45,612.79) 
} 401 K Deductions Payable (825 32) (2,135.22) 
| Health Insurance Payable 530.64 530.64 
| Federal Payroll Taxes Payable (14,617.04) (40,794.88) 
} State Payroll Taxes Payable (2,138.64) (5,960.98) 
t Taxes Payable (50.00) (50.00) 
| dther Current Liabilities (150.00) (150.00) 
i 
j Net change $ 135.59 §$ 33,870.72 
i For Management Purposes Only 
{ 


v2 S Read Me: Statement of Changes in Financial Position 


Peachtree includes the Statement of Changes in Financial Position even though the 
Financial Accounting Standards Board’s FAS 95 summary requires that “a statement of 
cash flows is required as part of a full set of financial statements in place of a statement of 
changes in financial position.” 
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4. 


Close all windows to return to the Company Navigation Center. 


BACKING UP CHAPTER 7 DATA (Optional! Backup) 


You have not added any new data in Chapter 7. !f you would prefer to 
have another backup disk, follow these steps to back up Chapter 7: 


AC 


From the Company Navigation Center, link to Back Up. 


Click |_Backup | 


Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 7 in the File 
name field. 


click Sea 


When the window prompts that This company backup will require 
; 


approximately 9.89MB, click UK! When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 7. You are returned to the menu bar. 


EXPORT FINANCIAL STATEMENTS TO EXCEL 


Follow these steps to have separate sheets for each financial statement 
on one Excel workbook. 


die 


Display the <Standard> Balance Sheet. From the Balance Sheet 


click LE#ee}. 


The Copy Report to Excel window appears. The default File Option 
is Create a new Microsoft Excel workbook. The Default Report 
header option is Show header in Excel! worksheet. If necessary, 
make these selections. Compare your Copy Report to Excel window 
to the one shown on the next page. 
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Copy Report to Excel 


File sptign-——— 


Cancel | 
Help | 


Excel options —— eee ta ee ~——4 Report header option 
[~ Use freeze panes (headers and labels are visible) © Send header to Page Setup in Excel 
T Enable automatic colurnn filtering (Auto-filter) | fe Show header in Excel workshest >) 


Repaninyottapian 


Peachtree report layout @ Raw date layout 
Example: : Customer 10 Customer _ Date Trans No 
ALDRED Aisees Repti, to MI?  Satarne Pwo 
RLORED Avvod Bustiers, tne Hen? “19330 
+ ARCHER Archer Ssages end Pangs S107 Balance Pod 
2 ARCHER Arches Seapecs woe Porte WE? “LORI 
S ARCHER Atohar Seapes txt Bont, WUT “YORIT 
» ARCHER Archer Scopes and Pande SOT 


ARCHER Archer Soxgen wed Poets MIGGT “10123 
S ASAASTRONG Arestrong Landscaping WIA? Balance Fwd 


) ARASTRONG Amwkong lLandecaping ONT “10338 
1» ARMSTRONG 
Lt APOASTRONG Armstrong Landscaping — WIEMIT “10315 
\ SRSSTRONG Anmutrorg Landscaping — WISOT “1A ae ‘ 
REYSTRONG Anettorg Ladscaping § = WISOT CHIR 3. 
ARMSTRONG Armutroeg Landscaping BIGOT “40539 
ABMSTROMG Armutrong Landscaping — WISOT “10342 


3. Click Loud The Balance Sheet appears as an Excel workbook. 


4. Save. Use the file name Chapter 7_Financial Statements.x!sx. 
Minimize Excel. 


5. Close Peachtree’s Balance Sheet. 


6. Display the <Standard> Income Statement. From the displayed 


Income Statement, click 


7. On the Copy Report to Excel window, select Add a new worksheet to 
an Existing Microsoft Excel workbook. Then, browse to the location 
of the saved file (Chapter 7_Financial Statements.x!sx). 
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lcopy Report to Excel 


File option ee 


i 
; 
4 


C Create a new Microsoft Excel workbook 


(@ Add anew worksheet to an existing Microsoft Excel workbook 


8. Click Lo | Maximize Excel. (From the taskbar, click on the 


Microsoft Excel button.) Observe that the Excel file shows two 
sheets—Balance Sheet and Income Stmnt. 


9. Save. Add the following financial statements to the Excel file: Gross 


Profit by Departments, Statement of Cash Flow, Retained Earnings 
Statement, and Statement of Changes in Financial Position. When 
you are finished, the Excel file should have 6 sheets: Balance Sheet, 
Income Stmnt, Gross Profit by Departments, Cash Flow, Retained 
Earnings, Stmnt Changes. 


Check your figures: 

Total Liabilities & Capital $501,096.96 
Year to Date Gross Profit 203,396.11 
Year-to-date Net Income $25,476.82 
Year-to-date Net Increase in Cash $4,717.26 
Ending Retained Earnings $214,514.42 


10. Save. Exit Excel. 


INTERNET ACTIVITY 


1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 

2. | Link to Student Edition. 

3. | In the Choose a Chapter field, select Chapter 7. Observe that the Quizzes and 
More Resources list includes additional activities. In the Course-wide Content list, 
link Internet Activities; then link to Part 1 Internet Activities for Chapter 1-8. Select 

"4. | Ifnecessary, scrol 
Read steps 1 and 2. 
5. | Follow the steps shown on the textbook’s website to complete this Internet 
6. 


Your summaries should be no more than 75 words. 
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SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 
1. Going to the net, page 251. 
2. True/make true questions, pages 252-254. 
3. Exercises 7-1 and 7-2, page 254. 
4. Assessment rubric, page 255. 


Analysis questions, page 255. 


on 


6. Chapter 7 Index, page 256. 


GOING TO THE NET 


Access the article How to Value Stocks: How to Read a Balance Sheet: 
at http://www. fool.com/investing/beginning/how-to-value-stocks-how-to- 
read-a-balance-sheet.aspx. 

Read the article. (Going to the Net links are on the textbook website at 

www.mhhe.com/yacht2011, link to Student Edition, select Chapter 7.) 


Answer the following questions. 
1. What are liquid assets? 
2. What are the liquid assets called on the balance sheet? 
3. In the More on reading a balance sheet section, link to two other 


sites. Define each link; include the website address(es) in your 
answer. 
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True/Make True: Write the word True in the space provided if the 
statement is true. If the statement is not true, write the correct answer. 


1. Peachtree automatically calculates financial statements once journal 
entries have been journalized and posted. 


2. In Chapter 7, you printed three financial statements. 


3. The statement of cash flow is roughly the same thing as a balance 
sheet. 


4. The balance sheet lists the revenues and expenses of the business. 
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5. The income statement is a summary of the revenue and expenses of 
a company for a period of time, such as an accounting period or a 
year. 


5. The financial statements printed by Peachtree reflect month-to-date 
amounts only. 


The financial statements are interrelated. 


The term standard refers to financial statements that are designed 
by the company. 


9. Bellwether Garden Supply showed a net loss for the current month, 
March 31, 2011. 
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10. The statement of changes in financial position derives its information 
from the income statement. 


Exercise 7-1: Answer the following questions about the balance sheet 
and income statement: 


1. The total assets are: 
2. The total capital is: 


3. Indicate the amount of the net income or 
(net loss) for the month of March: 


4. The current month’s gross profit is: 
5. The current month's total expenses are: 


Exercise 7-2: Answer the following questions about the statement of 
cash flow and the statement of retained earnings: 


1. The current month’s net cash provided 
by operations is: 


2. The year-to-date’s net cash provided by 
operations is: 


3. The cash balance at end of period for the 
current month is: 


4. The beginning Retained Earnings balance is: 


5. The ending Retained Earnings balance is: 
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ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 7, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 


the blank fields online. 


Navigation Center 


- 
__ Report Date and Menu _ Window 
| 


ANALYSIS QUESTIONS 


Explain the interrelationship of the financial statements. Specifically, 
answer these questions. 


4 


|. How are the income statement and balance sheet related to each 
other? 


No 


Using Bellwether Garden Supply as an example, what cash 
accounts does the statement of cash flow report? 


3. Does the statement of cash flow use information from both the 
balance sheet and income statement? 
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CHAPTER 7 INDEX 
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Time & Billing 


LEARNING OBJECTIVES 


Start the sample company, Stone Arbor Landscaping. 

Explore Peachtree’s time and billing feature. 

Export the Time Ticket Register to Excel. 

Complete the Internet Activity online at www.mhhe.com/yacht2011. 
Make one backup and save one Excel file. 


OP Oe tS 


STONE ARBOR LANDSCAPING 


VWhen you installed Peachtree Complete Accounting 2011, two samp! 
companies were included with the software: Bellwether Garden Supply 
and Stone Arbor Landscaping. In Chapters 1—7 you worked with 
Bellwether Garden Supply. Chapter 8 focuses on how the second sample 
company, Stone Arbor Landscaping, uses the time and billing feature. 


TIME & BILLING 


Time & Billing can track time spent on various activities and record 
internal use of company resources associated with customers or jobs. 
Recorded time and expenses can later be billed to customers on sales 
invoices. If you use payroll, timed activities can be applied to an 
employee's paycheck. Time & Billing can also be used to effectively 
manage administrative activities and overhead expenses for your 
business. 


The purpose of PCA’s time and billing feature is to provide the tools to 
record customer-related work or expenses. Time & Billing gives you a 
way to track expenses and time when working with customers. Time and 
expenses are recorded for customers, jobs, or administrative tasks. 


Customers: Time and expenses can be associated with customers that 
you intend to bill later in Sales/Invoicing. Record time and expenses for 
customers only if you are not using job costing. 
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Jobs: If you are tracking jobs in Job Costs, you can record time and 
expense for jobs, phases, or cost codes. Then, you can apply billable 
time and expense items to the customer's invoice. The advantage of 
recording time and expense for jobs is that you can track details related 
to the completion of the project, including overhead and labor costs. Also, 
you Can manage job profitability more effectively in reports. 


Administrative: You can track internal activities tio manage process 
control and overhead costs for the business. You may want to track the 
number of hours an employee spends preparing proposals or 
bookkeeping. Or, you may want to track an employee's mileage or travel 
expenses. 


To track time and expenses, PCA uses two forms or tickets: the time 
ticket and the expense ticket. Each ticket type can be specific to a 
customer, job, or non-billable administrative tasks (miscellaneous items). 
Each ticket has its own special type of inventory item: the activity item for 
time tickets and the charge item for expense tickets. 


Time Tickets 


Time tickets are used to record time-based activities such as research 
or consultations. They record the activities of either an employee or a 
vendor. The two methods of entering time ticket information are weekly or 
daily. 


The billing rate used for a recorded activity can be based on the 
employee who records the ticket or one of the five billing rates assigned 
to the activity item. Or, you can record the billing at the time you enter 
the time ticket. 


Expense Tickets 


Expense tickets are used to track and aid in the recovery of customer- 
related expenses. These expenses are not based on time. Expenses can 
be based on the various charges related to the service being offered. For 
example, if you were an accountant, you might charge your client for 
copying fees or faxing fees. 


Both time and expense tickets can be used in the Sales/Invoicing window 
to bill your customers. The Sales/Invoicing window includes a feature 
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called Apply Tickets/Reimbursable Expenses which takes you to the time 
and billing feature. The rate for expense tickets is determined by the unit 
price of the charge item multiplied by the quantity. 


The chart below shows how time and billing works: 


ie Time & Billing Ticket Types : 
Inventory | Billing Amount 

__Ticket Type Item Class Examples __Equals 

| Research Billing Rate Times 

| Time Ticket Activity Item Consultants Activity Divisions 

L Writing Reports | a 
Copying Unit Price of the 

| Expense Ticket Charge Item Faxing Charge Item Times 
Court Fees Quantity 


GETTING STARTED 


1. Start PCA. From the startup window, select Explore a sample 
company. (Hint: Stone Arbor Landscaping will be listed in the 
Company Name list after the first time it is opened.) 


2. The Explore a Sample Company window appears. Select Stone 
Arbor Landscaping. 


ea Sample Company —__ y oo x! 


Po. 
J Close, or 


e 

( 
: / ‘Peachtree Accounting as two : I 
that you can explore, Help 
- buttons. | 

Press 
<Enter> to 
continue. 


scaping 
This is & service company that dernonstrates Peachtree's 
__ Tine eng Biling eshte, 


LOTR i 


Troubleshooting: Why doesn't my Explore a Sample Company 
window show the OK, Close, and Help buttons? 


Screen resolution affects how Peachtree's windows look. The 
recommended screen resolution is 1024X768 with small fonts (refer 
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to page iv, Software Installation.) You can use a vigher resolution 
but some of the windows will look different. |! you Co not have an 
OK button, press <Enter> to start Stone Arbor -.ancscaping. 

3. “Gliek LK | The first time you start Stone Arbor Landscaping it 
takes a few moments. The title bar shows 5'° rbor Landscaping — 
Peachtree Accounting. The Customers & Sales Navigation Center is 
shown. 


USING TIME & BILLING 


Let’s look at how Stone Arbor Landscaping (a: > time and billing. 
First, they set up how they are going to invc r their services. There 
are two special inventory item classes for Time & Siling: activity items 
and charge items. Activity items are used on | ‘ickets. Charge items 
are used on expense tickets. These inventory ‘(ems must be set up prior 


to entering a time or expense ticket. 
There are four steps to complete PCA’s || ling: 


Step 1: Set up the inventory item. 
Step 2: Enter the time ticket. 
Step 3: Record the sales invoice. 


Step 4: Payroll. 
Inventory Item Maintenance 


You use maintenance windows to set up ce aults. Follow these steps to 
look at the inventory maintenance information for Stone Arbor 
Landscaping. 

Inventory 
Items 


os, inventory & servces || 
1. From the Navigation Bar, click | = 


View and Edit Inventory Items. The Inventory List appears. Click 
once on INSTL HARD — COMM to highlight it. 
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View all purchases 

View inventory adjustments 
View assemblies 

View item prices 

Views item sales by customer 


Reports 
Bill of Materials 
Inventory Profitability Report 
Purchase Order 
Sales Order 
Tickets by Item ID 
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_. Description 


INSTL SPRINK - COMM 
INSTL SPRINK - RES 
PRESS CLNG - COMM 


B&W Plan Copy 
Color Plan Copy 
Delivery Charges 
Plan 


Install Landscape - Comm 
Install Landscape - Res 

Install Sprinkler System - Com 
Install Sprinkler System - Res 
Pressure Cleaning - Comm 
Pressure Cleaning - Res 
Seasonal Decoration - Comm 
Seasonal Decoration - Res 
Seasonal Maintenance - Comm 
Seasonal Maintenance - Res 


Charge item 
Charge item 
Charade tem 
Activity item 


ACtIVILY em 
Activity item 
Activity tem 
Service 

Service 

Activity ten 
Activity item 
Charge item 
Charae item 
Activity item 
Activity item 


Tree Removal 
Weekly Maintenance - Comm 
Weekly Maintenance - Res 


Service 
Activity item 


WKLY MNTINCE - RES Activity item 


By Inventory & Services | 


Inventory Items Listed: 20 
Hide inactive records 


2. Double-click INSTL HARD — COMM. The Maintain Inventory Items 


window appears for INSTL HARD — COMM, Install Hardscape — 
Comm. 


Maintain Inventory itenis 


[7 Inactive 
[ Subject to Cornmission 


& Hardscape for Commercial Custamer 


Billing Rate #1. GL Income Acct [40000-H3 
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Review the information on the Maintain Inventory !tems window. 
Observe that $60.00 is shown in the Billing Rate #1 field. Click on 
the right-arrow to see other billing rates, then close the Multiple Price 
Levels window. The GL Income Acct is Account No. 40000-HS, 
Sales — Hardscape. The Item Tax Type is 1 (for Taxable). This 
maintenance window is similar to ones that you have set up before. 
Remember, defaults are set up in maintenance windows. 


3. Close all windows to return to the Inventory & Services Navigation 
Center. 


Time Ticket 
The Time Ticket shows how much was billed to the customer. To see 
how time is billed, look at a job that Alan Hardman has already 


completed. 


Follow these steps to see time tickets. 


OA 4 Tire 
]} | and Expense 
: : q y Employees & Payroll ; 
1. From the Navigation Bar, click O° J; Lee 


View and Edit Time Tickets. The Time Tick ets List window appears. 


2. Enlarge the window. Scroll down. Select Ticket No. 282, 3/12/2011, 
AHARDMAN, INSTL HARD —COMM, OHARA, 03-Installation. A 
partial Time Tickets List window is shown below. 


is” Time Tickets List 
Fle Edt GoTo Window Help 
@ Close ©;New “Open Print {settings Refresh Ie? Send To ~ 


Date Range: | This Penod y| 03/01/2012 to 03/31/2011 


Search for: enter Search Text in | Ticket No. a) 


Date _ onerar ae iO a Customer/30b ID Billing St succeed Amount! * 
Tasks JHENDERSON W Mt ASHFORD ,04-Mair Billable 8.00 $280.00 
cate tne tet ee ee 

Y V ES H ns Bi ie . ‘ 
Create weekly timesheet (Fh VRAMEZ IN 5 STCHEON,03-Ins Billable 8.00 $200,00 
Create expense ticket i J MM z Billable 7.00 $490.00 
NSTL HARD ~ RES CHEON,03-Ins Billable 9.00 $360.00 

invoice x 1 

Create — Ms JHENDERSON LY FORD,04-Mair Billable 8.00 $280.00 
Create invoices for time and expenses RDILLION HUTCHEON,03-Ins Billable 9.00 $360.00 
a 5 SRULAND I HUTCHEON, 03-Ins Billable 3.00 $156.00 
veisoniok VRAMEZ IN HUTCHEON,03-Ins Billable 7.00 $175.60 
view AHARDMAN IN HUTCHEON, 03-Ins Billable 8.00 $320.00 
View all vendors f201 ree Teale Y Mt ASHFORD ,04-Mair Billable 8.00 $280.00 
View all employees 1 STL HARE HUTCHEON,03-Ins Billable 9.00 $360.90 
it 280 3/9/2011 SRULAND INSTL LAND HUTCHEON, 03-Ins Billable 3.00 $150.00 


View all jobs 


rks os R cE % TEYNO 7O4-ta ie é 00 
Repo! 3/12/2011 MHAYS LY E-C BH,04-MaintenarBillable Yes 8,00 $280.00 — 
Aged Tickets 85 3/12/2011 RDILLION ISTL HARE OMM_ OHARA.03-Installa Billable Yes 8.00 $480.00.” 
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pce EB TBE 


3. GlICK [Reopen] The Time Tickets window appears. Notice that the 
Activity Item is for INSTL HARD — COMM, Install Hardscape - 
Comm, and that the Job name is O’Hara Homes Contract. The 
Invoice description is Installation of Decking/Patio. Vir. Hardman 
worked for eight hours on March 12, 2011; and the Bil amount is 
480.00. The Time Tickets window shows one instance, March 12, 
2011 (refer to the Ticket date field.) 


{ 
| 
| Ticket Number: 000282 Has this ticket been applied to an invoice? Yes Invoice Number: 
| Whose Time Is To Be Billed? 2 
} 2 < on 
@ Employee © Yendor v| 
| “Employee ID: isha gs nal é “ 
\ oor 
{ 
Employee name: Alan Hardman 
et Details 
| 
i 
| Time Detaiis : Billing Details 
| aS ; a esc i ee ; 
Ticket date: [Mar 12,2011 | Billing status: famabl : 
i Entertme ( Calolate time ling type: [Act leun ¥ 


Billing rate: 


Duration: fa:00 
1 
Start Timer 


Unit duration: 


Billing amount: | a 


Payroll Details 


Pay level: [Reguiar + | 


co 


4. Click El Timesheet] The Time Ticket Weekly Timesheet Entry window 
appears. Your cursor should be over the OHARA,03 job row. The 
Time Ticket Weekly Timesheet Entry window is shown on the next 
page. 
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&: Time Ticket Weekly TimesheetEntry 
File Edt GoTo Window Help 


@cuse ©) New "List Gjsave fhisaveanen Lberint settings MiRow +") Description (| Reports ~ pr ren | 
cet Weekly Timesheet 


os 


Whose Time Is To Be Billed? 
@ Employee © Vendor 
Employee ID: jalaiisauls 


Employee name: Alan Hardman 


Copy Last Week | 
Timesheet Entry 
Week including: foiar 15, 2011 ’ i ve change. the first day of my work week? 


| Pay level 


31? | 3/18 | 3f49 
60.00 Regular 


Daily Hours 


Each row in the Weekly Timesheet represents a week of daily tickets. To see the detail of a pa 
time tickets, and then open the ticket you wish to view from there. 


5. Close the Time Ticket Weekly Timesheet Entry window. 
6. Close the Time Tickets window. 


7. Close the Time Tickets List to return to the Employees & Payroll 
Navigation Center. 


Sales Invoice 


In order to see how Mr. Hardman’s charges were billed to the customer, 
O’Hara Homes, follow these steps. 


1. From the Navigation Bar, click : 


View and Edit Sales Invoices. The Sales Invoice List appears. Click 
on OHARA, Invoice No. 1008, 3/13/2011 to highlight it. 
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ie Sales invoice List 
2 Edit Win 


ele 


@ 


e 
“5 New 


Sees 
Date Range: [This Period ] 
Search for: \enter Search Text : 


Sales Invoice List 


Clear Search | 


Status 


Tasks 3 3/5/2011: Unnaid 
? 3 3/5/2011 Unpaid 
Mel eae: 3 3/5/2011 Unpaid 
View all customers 3 3/5/2011 Unpaid 
View all payments received 3 3/6/2031 Unpaid 
ae 3 3/6/2011 Unpaid 
View item sales by customer 3 3/9/2011 Unoald 
3 3/42/2011 Unpaid 
Reports 3° 32/2011 Unpaid 
s 3/12/2011 Unpaid 

Customer Transaction History 2 1008 eae is 

Customer Ledgers Cle rr , c 
Se é REYNOLDS G09 4i 20 DSK 
i h 

Tey ZARA 1010 33/15/2011 Unpaid 
Job Ledger DBH 1011 3 (3/15/2011 Unpaid 


Unbilled Job Expense 


&, Customers & Sales | 


Invoices Listed: 15 


2. Double-click OHARA, Invoice 1008. The Sales/Invoicing window 
appears. 


3. Click on the arrow next to Apply tickets/expenses 
Apply tickets/expenses 


window.) 


. (Hint: This is located in the lower left of the 


4. The Apply Tickets/Reimbursable Expenses window appears. 
Observe that Alan Hardman’s work on March 15 is billed, along with 
other employees that work on this customer's job. 


The Apply Tickets/Reimbursable Expenses window is shown on the 
next page. 
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Apply Tickets/Reimbursable Expenses ae oy 
¥ k C ? 
<= OK sins wip 2 if, i sey Det Help 


ire ee ee ee i 
Customer ID: OHARA Customer Name: O'Hara Homes 


(@ Use Ticket Description for Invoicing 


( Use Item Description for Invoicing 


Invoice 
Amount 
460.00 


OHARA fInst 


ae | INSTLHARD - 
RDILLION | Roy J Dillion 


Mar 14,2011. | INSTLHARD- 
AHARDMAN: | Alan Hardman 


Mar 14, 2011 
RDILLION 


Total Time Tickets Selected: 
Total Time Tickets Not Selected: 
Total Time Tickets Available 


Observe that this time ticket shows that Alan Hardman’s ticket 
amount is 480.00 for 8 hours at a billing rate of $60.00 ($60 x 8 = 
$480) on March 15, 2011. 


Vv 
5. Chek to close the Apply Tickets/Reimbursable Expenses 


window. You are returned to the O’Hara Homes Sales/Invoicing 
window. 


6. Close all windows to return to the Customers & Sales Navigation 
Center. 


Payroll 
Payroll also needs to be set up. You do this by selecting Hourly-Time 


Ticket Hours for employees. Let’s see how Stone Arbor Landscaping 
sets this up. 
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1. From the Navigation Bar, click L= —_ cnctl* Nitec 
View and Edit Employees. The Employee List appears. D OubIeE Alex 
AHARDMAN, Alan Hardman. Click on the Pay Info tab 


intain Employees & Sales Reps Pils 
Edt GoTo Window Hep 


°) New c st Gisave_ ‘@Save & New eee | Se Bcharve. ID fe » Event WLog . eS ters WuReparts ~ | Attachments 4) Outtook 


t e é & 
employee 1D: [HARDMAN sSs—s—<CS=s—‘—SCS al | |  Exmcees Boe 
Name: [Alan [tl [Hardman [Suffix [tickna 1 : 


| : 
General | adatonaint{ Pay inf) j 


Hourly en Rate .* 


2) Account 


[” Bligible for health insurance 
| I Receives W-2 electronicaly 
| 
| 


Observe that Mr. Hardman’s Pay Method is Hourly — Time Ticket 
Hours. He is paid weekly. Also notice that Mr. Hardman’s regular pay 
account number is 57000. 

2. Close all windows. If prompted, do not save this record. 


BACKING UP CHAPTER 8 DATA 


Follow these steps to back up Chapter 8 data: 


1. From the Navigation Bar, click I link to 


Back up. 
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2. If necessary, uncheck the box next to Include company name in the 
backup file name. 


Back Up Company 
This process will back up your company data and customized forms. 


|” Remind me when I have not backed up ie? + day(s) 


[ Include company name in the backup file name 


Local Backup Settings - 
| 


| include attachments in the backu 


Protect your data from PC failures. Free Online backup for 1 year. 


Back Up Back Up Online Close | Help 


3. Click |_Backue | 


4. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 8 in the File 
name field. 


5. Click La 


6. When the window prompts that This company backup will require 
approximately 8.31MB, click Lou” Mo when the'Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 8. You are returned to the menu bar. 

7. Click File, Exit to exit Peachtree or continue. 

EXPORT TIME TICKET REGISTER TO EXCEL 


Follow these steps to export the Time Ticket Register to Excel. 


1. From the Reports & Forms menu, select Time/Expense. 
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2. From the Select a Report or Form window, click Time Ticket Register 
to highlight it. 


ip Select @ Report or Form — 


Reports i] ; Fors } ane oF = 2 


| 

} f 
| Receiv: 1 ge 

| |= apes ee | © Time/Expense Reports: Time Tickets and Expense Tickets 


(3 Accounts Payable 
i Aged Tickets Aging status of unbilled time and exp 


3 Expense Ticket Register 


| |! . Financial Statements (3 Payroll Time Sheet 
|| = 
| | | ay Inventory (2) Reimbursable Employee Expense = & 
( Job Reports 


& account Reconcifiation 


Pe Ame/Expense Reports 


cket information including ticket number, 
tor, billing status, and billing amount, 


4. The Modify Report — Time Ticket Register window appears, click 
oe 


5. The Copy Report to Excel window appears. In the File option area, 
make sure Create a new Microsoft Excel workbook is selected. 
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6. In the Report header option area, Show header in Excel worksheet 
should be selected. 


Report header option —_-— se 


( Send header to Page Setup in Excel 


(© Show header in Excel worksheet 


7. Click | Stone Arbor Landscaping’s Time Ticket Register is 


exported to Excel. Scroll down the Register. Ticket No. 282 for 
AHardman is shown. The Time Tickets List window on 

p. 262 also shows this job. A partial Time Ticket Register, which 
was exported to Excel, is shown below. 


beens renee ers a ner re 


- 
Stone Arbor Landscaping 

Time Ticket Register 
For the Period From Mar 1, 2011 to Mar 31, 2011 
KGREENE DESIGN - COMM ZARA Billable 420.00 
AHARDMAN INSTL LAND - RES HUTCHEON 03-Installat 50.00 
AHARDMAN INSTL HARD - RES HUTCHEON ¢ stion, Billable 360.00 
JHENDERSON WKLY MNTNCE-COMM ASHFORD 04-Maintenar D 280.00 
RDILLION INSTL HARD - RES ole 
SRULAND INSTL LAND - RES 
VRAMEZ INSTL LAND - RES 
KGREENE DESIGN - COMM 
AHARDMAN INSTL HARD - RES 
JHENDERSON __ WKLY MNTNCE - COMM _ 
RDILLION INSTL HARD - RES 
SRULAND INSTL LAND - RES 
VRAMEZ INSTL LAND - RES 
AHARDMAN INSTL HARD - RES 
JHENDERSON WKLY MNTNCE - COMM 
RDILLION INSTL HARD - RES 
SRULAND INSTL LAND - RES 


INSTL HARD - COMM 
3 283 s WKLY MNTNCE - COMM 
54 284 WKLY MNTNCE - COMM 
55 285 3/12/11 RDILLION INSTL HARD - COMM 


8. Save. Use the file name Chapter 8_Time Ticket Register.xlsx. 
Close all windows. 
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INTERNET ACTIVITY ; 

1. | From your Internet browser, go to the book’s website at 
| www.mhhe.com/yacht2011. Vie = Ae 

2. | Link to Student Edition. re 

3. | In the Choose a Chapter field, select Chapter 8. Observe that the Quizzes 
and More Resources list includes additional activities. In the Course-wide 
| Content list, link Internet Activities; then link to Part 1 Internet Activities for 
| Chapter 1-8. Select Hsia or z } Lt mee 
| 4. | Scroll down the window to SEARCH ENGINES -— Chapter 8. Read steps 1 
and 2. 
5. | Follow the steps shown on the textbook’s website to complete this Internet 
| activity. ps Di ae 
Use a word processing program to write a short summary of what you found. 
Your summary should be no more than 75 words. 


= 


——— 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


1. Going to the net, page 271. 

2. Multiple-choice questions, pages 272-273. 
Exercises 8-1 and 8-2, page 274. 
Assessment rubric, pages 274-275 
Analysis question, page 275. 


OY Se 


Chapter 8 Index, page 276. 


GOING TO THE NET 


Access this website to compare Peachtree products 


www.peachtree.com/productsServices/compare/. (Going to the Net links 
are on the textbook website at www.mhhe.com/yacht2011; link to Student 
Edition, select Chapter 8.). Answer the following. 


1. List five standard accounting features. 
2. List five Peachtree Complete business management tools. 


3. How many users does Peachtree Quantum support? 
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Multiple Choice Questions: In the space provided, write the letter that 
best answers each question. 


1. The focus of Chapter 8 is to: 


Complete a sales invoice. 

Complete a payroll entry. 

Complete defaults. 

Look at PCA’s time and billing features. 
None of the above. 


o 2 


a0 


N 


n Chapter 8, you work with the sample company called: 


Bellwether Garden Supply. 
Stone Arbor Graphic Design. 
Franklin Botanical Gardens. 
Abbott's Landscaping. 

None of the above. 


ea2900o 


3. The purpose of PCA’s time and billing feature is to: 


© 


Give you the tools to record customer-related work or 
expenses. 

Track how much an employee earns. 

Track how many sales invoices are completed in a month. 
Record employee payroll. 

None of the above. 


©2905 


4. You use maintenance windows to set up: 


Payroll entries. 
Sales/Invoicing. 
Defaults. 

Time tickets. 

None of the above. 


oaooM 


5. Time tickets are used to: 


Record weekly or monthly information. 
Record payroll. 

Record time-based activities. 

Track sales invoices. 

None of the above. 


oaoo0M 
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rane ra 


6. Expense tickets are used to: 


a. Track and aid in the recovery of customer-related 
expenses. 

b. Record time-based activities such as research or 
consultants. 

c. Track sales invoices. 

d. Record payroll. 

e. None of the above. 


7. Examples of expense ticket charge items are: 


Fixed asset accounts. 

Inventory accounts. 

Copying, faxing, court fees. 

Research, consultants, writing reports. 
None of the above. 


CA290T79 


8. How many hours did Mr. Hardman work on March 12, 2011 
completing the installation of decking/patio for O'Hara Homes? 


Three hours. 

Four hours. 

Five hours. 

Six hours. 

None of the above. 


o290o 


9. Examples of time ticket activity items are: 


Copying, faxing, court fees. 

Research, consultants, writing reports. 
Inventory accounts. 

Fixed asset accounts. 

None of the above. 


C2909 


10. The time ticket shows: 


. How much was billed to a vendor. 

. How much was billed to a customer. 

. How much was billed to an employee. 
. Expenses minus revenue. 

. None of the above. 


() (ek (ey toy {s) 
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Exercise 8-1: Answer the following questions about time and billing. 


1. Stone Arbor Landscaping’s standard hourly billing rate 
for Installing hardscape for commercial customers is: 


2. The tax status for installing hardscape for 
commercial customers is: 


3. The general ledger account used for hardscape 
commercial is: 


4. The item identification for installing hardscape 
for a commercial customer is: 


Exercise 8-2: Answer the following questions. 


1. O’Hara Homes 3/13/11 sales invoice is in the 
amount of? 


2. The sales tax on the O’Hara Homes sales 
invoice is? 


3. The account number for Alan Hardman’s 
regular pay is? 


4. How many hours did it take Alan Hardman to 
complete on the O’Hara job on March 15? 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 8, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 
the blank fields online. 
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OSS 7 RACES 


Navigation Center 
Task and Menu __Window 
Timesheet 


| Sales 
| tavoice 


| Payroll | 


ANALYSIS QUESTION 


What is the purpose of Peachtree’s time and billing feature? Briefly 
explain time and billing. 
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CHAPTER 8 INDEX 
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Peachtree Complete 
Accounting 2071 for 
Service Businesses 


TLL IDEPE SE) BB PESTS TITIES 


In Part 2 of Computer Accounting with Peachtree by Sage Complete 
Accounting 2011, 15" Edition, you are the owner of an accounting 
practice. Your accounting business does monthly record keeping for local 
service businesses. 


In Chapters 9, 10, 11, Projects 1 and 1A (Part 2), you use Peachtree to 
set up four service businesses, complete the accounting cy: and close 
the fiscal year. In Part 2, entries are recorded in the Receipts window 
(Cash Receipts Journal) and the Write Checks window (Cash 
Disbursements Journal). Also, adjusting entries are recorded in the 
General Journal. At the end of each month, you reconcile the bank 
statement and print the general ledger trial balance and financial 
statements. At the end of the fourth quarter, you use Peachtree to 


complete end-of-quarter adjusting entries, print the adjusted trial balance, 
print financial statements, close the fiscal year, and print a posiclosing 
trial balance. 

After entering deposits and payments, the next step is to post them to the 


general ledger. One of the best features of a computerized accounting 
system is how quickly posting is done. Once entries are recorded and 
checked for accuracy, posting is a click of the mouse. All entries are 
posted to the correct accounts in the general ledger and account 
balances are calculated—fast, easy, and accurate. Think of it as a process 
where journalizing and posting is the first step, then ledgers and financial 
statements are next. The diagram below illustrates this process. 


Financial 
Statements 


Journalize and 
Post 


General Ledger 
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Remember the accuracy of your general ledger and financial statement 
reports depends on the accuracy of the entries recorded on the Write 
Checks and Receipts windows. An added feature is that once entries are 


posted, account reconciliation is completed. 


Chapters 9, 10 and 11 work together. The service businesses set up in 
Chapter 9 are continued in Chapters 10 and 11. Part 2 ends with two 
comprehensive projects. Part 2 includes: 


Chapter 9: New Company Setup and Beginning Balances 

Chapter 10: Maintaining Accounting Records for Service Businesses 
Chapter 11: Completing Quarterly Activities and Closing the Fiscal Year 
Project 1: Sharon Albert, Accounting 

Project 1A: Student-Designed Service Business 


Part 2 includes three chapters and two projects: Chapters 9, 10, and 11 

and Projects 1 and 1A. In Chapters 9, 10, and 11, you set up two service 
businesses from scratch—Mike Parry Designer and Art by Student Name 
(after Art by, students should use their first anc last name). You complete 


accounting tasks for the fourth quarter—October, November and 
December 2011. You also complete end-of-quarter adjusting entries. At 
the end of Chapter 9, a new service business is set up in Exercise 9-1. 


The service business set up in Exercise 9-1 is continued in Exercises 
9-2, 10-1, 10-2, 11-1 and 11-2. 


In Project 1, you complete the accounting cycle for Sharon Albert, 
Accounting. This project gives you an opportunity to apply what you have 
learned in Chapters 9, 10, an 11. At the end of Project 1, there is a Check 
Your Progress assessment. 


Project 1A is an opportunity to design a service business of your own. 
You select a chart of accounts, write and journalize transactions, 
reconcile the bank statement, and complete the accounting cycle for the 
business. 


The chart on pages 279-280 shows the size of the backups made in Part 
2—Chapters 9, 10, 11, and Project 1. The textbook steps explain how to 
back up to Peachtree’s default hard drive location at C:\Sage\Peachtree 
\Company\[shortened company name]. You can also specify a hard drive 
location; or, back up to external media, such as, a USB drive; or CD-R; 
DVD-R. 
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The chart also shows the files that are exported to Excel in Chapters 9, 
10, 11, and Project 1. 


Backup (.ptb) | Pages 
| Chapter Excel (.xIsx) Kickyias | Nos. 
Boe 1.205 KB | 298-901 
| Balances.xlsx iY Re Ee 
Beginning Balances.xlsx — : 
Chapter 10_October Balance Sheet and 17KB | 352-354 
| Ee 
| Income Statement.xlsx. 


407-408 
413 
415 
416 


Asset depreciation.xlsx(Going to the Net) 14 KB 

1,341 KB 
1,371 KB 
(WES) 


Exercise 11-1.ptb 
Exercise 11-2 Unadjusted Trial Balance.ptb 


Exercise 11-2 Financial Statements.ptb 


an a a a 
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Backup (.ptb) 
Chapter Excel (.xIsx) 


—— 

11 Exercise 11-2 Financial Statements.x!sx | 
Exercise 11-2 End of Year.ptb | 
Exercise 11-2_Postclosing Trial Balance.x!sx | 


Project 1 | Sharon Albert Chart of Accounts.ptb eG 1,291 KB 
Sharon Albert Beginning Balances.ptb | 1,294 KB 
Sharon Albert UTB.ptb 
Sharon Albert December.ptb 
Sharon Albert_Financial Statements.x!sx 


Sharon Albert EOY.ptb 


Sharon Albert_Postclosing Trial Balance.x!sx 


The extension for Excel 2007 files is .xlsx. lf you are using Excel 2003, 
the extension is .xls. 


<x Read Me: Problem Backing Up to USB Drive 
Z If you encounter difficulties backing up to an external USB drive, 
backup to your desktop first. Then, copy the backup file from the desktop to the 


USB drive. Refer to Appendix A, Problem Backing Up to USB Drive or Other 
|_External Media, pages 771-772 for detailed steps es 
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LEARNING OBJECTIVES 


Set up company information for Mike Parry Designer. 

Select a Service Company from the simplified chart of accounts list. 
Edit the chart of accounts. 

Enter beginning balances. 

Use Windows Explorer to see the company's file size. 

Export the chart of accounts and beginning balances to Excel 

. Complete the Internet Activity online at www.mhhe.com/yacnt2 

. Make four backups and save two Excel files." 


ONROIRWN = 


Chapter 9 begins Part 2 of the book—Peachtree Complete Accounting 
2011 for Service Businesses. In this part of the book you are tf ) 
an accounting practice that does the monthly record keeping for severe 
service businesses. 


The chapters in Part 2 work together--the service businesses set up in 
Chapter 9 are continued in Chapters 10 and 11. The two businesses set 
up in Chapter 9 are Mike Parry Designer, and another service business in 
Exercise 9-1, Art by Your Name. In Chapter 9, you set up a service 
business using one of PCA’s sample companies. Then, edit a chart of 
accounts and enter beginning balances. 


GETTING STARTED: NEW COMPANY SETUP 
Mike Parry is a designer and educator. His sources of income are: design 


work, book royalties, and part-time teaching at Milwaukee Community 
College. He is single and has no dependents. 


‘Refer to the chart on pages 279-280 for the file names and size of backups and 
Excel files. 
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Follow these steps to set up the company, Mike Parry Designer. 
(Hint: The arrow indicates a flash video at www.mhhe.com/yacht2011. 
Link to Student Edition; select Chapter 9, Flash Videos, Set up a new 
company.) 


1. Start Peachtree. (If a company opens, click File; Close Company.) 


2 , click 


Create a New Company 


|Create a New Company - Introduction Se 


Create a New Company 


This wizard will walk you through creating a new company. You veil be asked ab 


. Company name and address 

° Business type 

° Accounting method (cash or accrual) 
. Accounting periods 


. Fiscal year 


Selick Linet> | Type the company information shown on the next 


page. Press the <Tab> key between each field. 
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car 


Company Information 


Company Name: Mike Parry Designer (use your name)’ 
Address Line 1: 1213 River Road 

City, State, Zip: Milwaukee, WI 53217 

Country: USA 

Telephone: 414-555-6788 

Fax: 414-555-3118 

Business Type: Select Sole Proprietorship 

Web Site: www.mikeparry.com 

E-Mail: info@mikeparry.com 


Compare the Enter your company information window to the one 
below. The company name field should show your first and last 
name Designer. Do not complete the ID fields. (Hint: Observe that 


indicates a required field.) 


[Greate a New Company-CompanyInformation = =—«_—_—™ a 


Type your first and 


last name instead of | 


d wee Mike Parry 
* Company Name: | Mike Parry Designer 


siiamien ai a pian Empioyer ID: daira 
Address Line 2: | Bene at oe es Seas 
ee [Miwaukee [ws] 53217 St, Unemployment ID: fee ae ve at Th 
Country: i. 
Telephone: [aa-555-6788 —s [parecer om saab 
as [aesssae E-mail: [info Smikeparry com att 


Rote: You can edit this information after your company is created. 


4. Check the information you just typed, then click Lnet> | The 
Select a method to create your company window appears. 


*Boldface indicates information that you type. Substitute your name for Mike Parry. If 


you use your first and last name Designer as the company name, Peachtree printouts 
show your name. 
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Create a New Company - Setup 


Select a method to create your company 


Most companies choose this) 


C Copy settings from an existing Peachtree Accounting company 


C Convert a company from another accounting program 


C Build your own chart of accounts (Designed for accountants and advanced users only) 


m=] = 


5. Accept the default to Use a sample business that closely matches 
your company (Most companies choose this). Click Ltet> | 

6. Read the information about selecting a business type. Observe that 
the Select a business type list shows Service Company selected, 


and that the Chart of Accounts shows four digits for the account 
numbers. This is one of PCA’s simplified chart of accounts. 


Select a business type 


Each business type has a recommended chart of accounts, which is the list of ca 
transactions. Accountants sometimes refer to the chart of account 


Simplified 
Chart of 
Accounts 


Four-digit 
account 
numbers 


" 


s ( accounts’) to which yo 


Select a business type 


Simplified types 
Construction Company 
Distributor 
Manufacturing Company 
Retail Company 


Expenses 
/ and Equipment 


Accounting Agency Deprecation - Prop&Eqt 
Advertising Agency j ccounts Payable 
Architectural Company SS sales Tax Payable 7) 
View details about a business type Note: You can edit accounts after 
your company is created. 


= crt | 


7. Make sure that Service Company is highlighted; click 
The Choose an accounting method window appears. 
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Choose an accounting method 


The accounting method defines when you record income and expenses on your books. 


Income is recorded when a sale occurs, regardiess of when you actually receive the money 
you receive goods or services, even though you may not pay the bills for them unti a later date 


© Cash 


Income is recorded when you receive the money. Expenses are recorded when you pay the bills 


Rote: This cannot be changed after your company is created. 


% ne ne - eee = ees ena Se ee 


8. Accept the default for Accrual, by clicking 
posting method window appears. 


ite a New Company - Posting Method 


Choose a posting method 


Posting is the process of recording a transaction on your company's books. 


‘ansacton is posted as it is entered and saved. 


© Batch 


Transactions are saved, then posted as a group in a second step. This gives you a chance to review for accuracy before 
posting. 


Note: You can change the posting method at any time on the Maintain Company Information screen. 


9. Accept the default for Real Time posting, by clicking buss . 
The Choose an accounting period structure window appears. 
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Create a New Company - Accounting Periods 


Choose an accounting period structure 


Accounting periods are units of time that divide your fiscal year for reporting pur 


(© {12 monthly accounting periods per year (Most compan 


(€ Accounting penods that do not match the calendar months 


10. Accept the default for 12 monthly accounting periods per year by 


Next > 


clicking . The Choose the first period of your fiscal year 


window appears. Select 2011. 


Create a New Company - Fiscal Year 


Choose the first period of your fiscal year 


A fiscal year is your accounting year, defined by when you ope Most as jes start their fiscal year in 
January. Companies with a more seasonal business may choose t th 


 fibaiee sure 2011 is 
shown 
January x] | fa artin Poser: 


Note: This cannot be changed after your company is « 


11. Make sure the Choose the first period of your fiscal year window 
shows January 2011. This window is important. It cannot be 


changed after your company is created. Click Lvet> | The 
You are ready to create your company window appears. 
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Create aNew Company -Finsh 


You are ready to create your company 


After you click “Finish®, your company data fle wil be created. After that, yo: 
your first records into Peachtree 


Read the information on the Finish window. Click ool | After 
a few moments (be patient), the Mike Parry Designer - Peachir 
Accounting window appears. (Substitute your first and last name for 
Mike Parry.) 

lf a Tell Us What you Think! widow appears, click of the box nexi to 
Don't ask me again, then select 


When the Setup Guide window appears, click on the box next to 
/ Don't show this screen at startup. Click care ea] 


Peachtree Setup Guide window. Click | 


—— — 
“@» Business Status 
On'the Navigation Bataclick tz... 


Business Status Navigation Center as your default page, ane the 


toolbar select [et Make this thedefault paged ype you open Mike Parry 
Designer, the Business Status Navigation Center will open. 


. On the toolbar (below the menu bar and Business Status), click on 


the Period button [L-@f£#2¢)). The Change Accounting Period 
window appears. Click 10 — Oct 01, 2011 to Oct 31, 2011 to highlight 
it. Compare your Change Accounting Period window to the one 
shown on the next page. 
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Change Accounting Period 


To change your current accounting period, fram the list select the periad you want to operate in. 
Moving forware aan each new accounting period. Ifa "lock" icon 
appears ne Period 10 - Oct 01, en turned on. This restricts certain Peachtree 


users from wi 2011 to Oct 31 2011 jor to the currently open one. 


Open Accounting Pe 


Current Accounting Pe 
| 


r-Open Fiscal ‘Years 
, 2011 to Jul : 
, 2011 to Aug ; | January 1. 2071 to December 31, 2011 
_2011 to Sep 


Oc ' id ads GRE 
2011 to Nov | Januar ? 190 December 31, 2012 


, 2011 to Dec i a —_——— 
. 2012 to Jan 5 ‘ 

, 2012 to Feb ; - Open Payroll Tax Years:— 
_ 2012 to Mar 

, 2012 to Apr ; January 1. 2011 to December 31, 2011 
_ 2012 to May 

- 2012 to Jun : January 1, 2012 to December 31, 2012 
, 2012 to Jul : 

, 2012 to Aug ; Sra 
. 2012 to Sep 

, 2012 to Oct 

, 2012 to Nov } 

e012toDec 31,2012 


16. Make sure Period 10 is selected. October 20171 is the first 


A | 
month for recording transactions. Click | OK | ifa 
window prompts that transactions may need to be reviewed, click 
on the box next to Do not display this message again. Then, click 
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17. Check that Period 10 — 10/01/11-10/31/11 appears on the tool bar 
@ Period 10 - 10/01/11-10/31/11) The Period appears next to the System 
Date, which is the current (today’s) date. Compare your Business 
Status Navigation Center with the one shown below. A partial 
window is shown. Scroll down to see all the information. (Hint: 
Depending on your screen resolution, your Business Status 
Navigation Center may look different.) 


es + Mike Parry Designer - Peachtree Ac counti i 


Period 10 - 
10/01/11- 


1 = Vendors & Purchases © 
a 

Michels 6 os Services 

. Emplovees & Payroll 


ha 

\ 

E = Banking 

i z 

i 

Shortcuts Customize 

| Sales Invoke ‘ 

| Receive Money from fois | 

| Bilis - Pay Bill : 

! Customer List 

t Vendor List 

| Find Transactions 
General Journal Entry 


| 
Renee es 
i 
i 
k 
f 


= Company r a 


Vendors to Pay ss | 
\Wendor ID iVendor Name mount Due Due Date +} 


ne “Amount Gerosntl 
$0.00 9.0%) | 
$0.00 9.0%) | 
$0.00 g.o%. | s 
$0.00 poe: | 
$0.00 hi 


Peachtree wea 
Resource Center > — © 


scoasnesconenio ce crest esteem seosenns 
ay 


Read Me: What is Peachtree’s shortened name? 


OO 


1. From the menu bar, select Help; Customer Support and Service, File Statistics. 


Peachtree displays the company shortened name on the title bar. The Data File 
Statistics for XXXXXXXX window appears. (Substitute the Xs with your shortened 
name.) This represents the shortened name of the currently open company. 
Observe that there is also a Directory field at the bottom of the Data File Statistics 
window. The directory where Mike Parry Designer resides on the computer is 
C:\Sage\Peachtree\Company\mikparde. (Since you used your first and last name, 
the first six characters of the shortened name will differ.) Your company directory 
may differ. The location of Mike Parry Designer is shown in the next section, 


Company Maintenance Information. 
2. Click [OK | to close the Date File Statistics window. 
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Company Maintenance Information 


Follow these steps to see information. 
1. From Peachtree’s menu bar, select Maintain; Company Information. 


2. Compare these fields to the company information on page 283. They 
should agree. Notice that the Directory field shows the default 
location where your company is stored: C:\Sage\Peachtree\ 
Company\mikparde. (Since you used your first and last name, the 
Directory field ends with the shortened company name assigned by 
Peachtree. For example, if your company name is Janet Williams 
Designer, the Directory field ends in \janwilde. (Hint: Your Directory 
field may differ. Refer to Company Data Files Locations, page xviil.) 


phere. = _ Company Name field shows 


your first and last name 
Designer 


: @% | & 
SB x & 


Company Name: |Mike Parry Designer 


Address 213 River Road 


_—— 


City. ST Zip: [Miwaukee sd (wt | [53217 
Telephone 

State Employer ID aoe Fed Employer |D 

State Unemployment ID i Fim of Business 


Directory: |C\Sage\Peachtree\Compa 


Shortened 
company 


Posting Method Realtime 
sawed | name 


Direct Deposit | > Inactive 


Peachtree Managed Payroll [>] Inactive 


3. Click L_2* Ito return to the Business Status Navigation Center. 
CHART OF ACCOUNTS 


The chart of accounts is a list of all the accounts in the general ledger. 
When you selected Service Company from the list of business types, a 
chart of accounts was included. Follow these steps to edit PCA’s sample 
chart of accounts. 
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Delete Accounts 


1. From the Business Status Navigation Center, link to View Account 
List. The Account List appears. (Or, you can use the menu bar. 
Select Maintain; Chart of Accounts; in the Account !D field, click the 
down-arrow, continue with step 2.) 


2. Double click Account ID, 1150, Allowance for Doubtful Account. The 
Maintain Chart of Accounts window appears. 


Maintain Chart of Accounts 


Fle Edit GoTo Window Help 
@ Close {New 7 List lelSave G Save & New 98 Delete }*tiChange ID \ Reports - 


Maintain Cher 


*ACcOUnE, 1D: [1150 - aio [inactive 


| Description: alowance for t Doubtful ‘Account 
*Account Type: [Accounts Receivable | Account Beginning Balances 


Period History _. of ___ Period Activity ~ Running e. a | 
| 
j 


Be ee ket 


4 


i 
I 
i 


Peachtree Accour 


3. Click BS Deete] 


4. The Peachtree Accounting 
- Are you sure you want to 
delete this record? 
window appears. 


| Are you sure you want to delete this record? 


iS as 
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6. Delete the accounts shown on the chart below. (Hint: On the 
Maintain Chart of Accounts window, type the account number in the 
Account ID field to expedite editing the chart of accounts.) 


Account Description 


2310 Sales Tax Payable 
2320 Deductions Payable 


2330 Federal Payroll Taxes Payable 
2340 FUTA Payable 

2350 State Payroll Taxes Payable 
2360 SUTA Payable 

2370 Local Taxes Payable 


2500 Current Portion Long-Term Debt 


2700 Long-Term Debt-Noncurrent 
4300 Other Income 


5900 Inventory Adjustments 

6050 Employee Benefit Programs Po 
6250 Other Taxes Expense = 
6650 
7100 


Commissions and Fees Expense 


Gain/Loss - Sale of Assets Exp 


Change Accounts 
To change the name of an account, follow these steps: 


1. On the Maintain Chart of Accounts window, type 3920; Press <Tab> 
or <Enter>. Owner's Contribution appears in the Description field. 


2. Highlight the Description field. Type Mike Parry, Capital (use your 
first and last name, Capital). Press <Tab> or <Enter>. 
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CRATES 


3. In the Account Type field, click on the down arrow. Select Equity- 
doesn't close. 


ie Maintain Chart of Accounts 
Fle Edit GoTo Window Help — 
@Close {New “List GJjSave 6 Save & New % Delete “i Change ID | 
Type your first and 
last name 


*account ID: [3920 | el Gs, |e 


Period History 
Oct 31, 2011 


ep oe | Se ee oo ee 
jul 31, 2011 Ve 

Jun 30, 2011 

ou ai eet ON ee en 
ae oh Fae a Rozecte 

Mar 31, 2011 

Feb 28, 2011 


ee 
4. Click ic Save | 


5. Change the names of the accounts shown below and on the next 
page. (Hint: When you change the Account Description, you do not 
need to change the Account Type.) 


| Acct. ID Account Description New Account Description 


| 1010 Money Market Account 

| 1400 Prepaid Rent 

| 1500 Computer Equipment 

1900 

| 2000 
2400 

3930 Mike Parry, Draw (your name, Draw) 


Continued 
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|Acct.ID_| Account Description _| 
Sales of Materials 


Add Accounts 


To add an account to the Chart of Accounts, follow inese steps: 


1. On the Maintain Chart of Accounts window, click [5 New} 
2. In the Account ID field, type 1040 and press <Enter>. 


3. In the Description field, type IRA Savings Account and press 
<Enter>. 


4. Inthe Account Type field, click on the down arrow. A list of account 
types drops down. Make sure that Cash ‘s highlighted. If not, click 
once on Cash to select it. 


— = 
|” Maintain Chart of Accounts 

Fie Edit GoTo Window Help 
@ Close ©)New ~ List &JSave GiSave & New 3 Delete 


of Accounts 


Inactive 


Account Beginning Balances | 


a Running Balance 


May 31, 2011 


Apr 30, 2011 


Mar 31, 2011 


Feb 28, 2011 
‘ e eee Seven 
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rm 


Read Me: Why is the Account Type field important? 


Observe that the Account Type field shows Cash. This is an important field—the 

| Account Type field classifies each account for the financial state For example, 
| Account No. 1040, IRA Savings Account, is classified as Cash, which means this 

| account will appear on the Balance Sheet, Statement of Cash Flow, and the Statement 
| of Financial Position; but not on the Income Statement or Statement of Retained 

| Earnings. 

} 


| Always check that the Account Type field is correct so that accounts wil! be organized 
| correctly on the financial statements. 


tL 


5. Click . (Hint: What is the difference between Save 
New and Save? If you click Save, the Account Type does no 
change. If you have a couple of accounts with the same A 


Type, click Save, then change the Account ID and Description. The 
Account Type stays the same.) 

Add the following accounts: 

| Acct. ID Account Description Account Type | 

| 1045 WI State Retirement Cash 

<2 

| 1300 Prepaid Insurance Other Current Assets 


Other Current Assets 


1510 Furniture Fixed Assets 


1520 Automobile Fixed Assets 


Accum. Depreciation — Furnitur Accumulated 
Depreciation 


1920 Accum. Depreciation — Automobi Accumulated 
Depreciation 


6560 Internet Service Provider 
7060 Deprec. Exp. - Furniture 
7070 Deprec. Exp. - Automobile 


6. Click after completing the Chart of Accounts. If necessary, 
close all windows. You are returned to the Business Status 
Navigation Center. 


= 
o 
— 
So 
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Displaying the Chart of Accounts 
1. From the menu bar, click Reports & Forms; General Ledger. 


2. At the Select a Report or Form window, click on the Chart of 
Accounts to highlight it. 


3. Select LDiselay |. 


Comment 


Move the mouse to the blue arrows ct between columns. The cursor becomes a 
crossbar. Left click on the crossbar and drag the mouse to the right. After you 

have adjusted the Account Description column, click on the Print icon to print the 
chart of accounts. When you click on the Close icon, a window prompts that The 
report has been modified. Do you want to save it? Click No. 


4. Compare your chart of accounts to the one on the next page. 
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_ LE A as 


Mike Parry Designer 
Chart of Accounts 
As of Oct 31, 2074 


Filter Criteria includes: Report order is by ID. Report is printed with Accounts having Zero Amounts and in Detail Format. 


Account! Account Description Active? Account Type 
1010 Money Market Account Yes Cash 
| 4020 Checking Account Yes Cash 
1040 IRA Savings Account Yes Cash 
1045 WI State Retirement Yes Cash 
| 1100 Accounts Receivable Yes Accounts Receivable 
1200 Inventory Yes Inventory 
1300 Prepaid Insurance Yes Other Current As 


7400 Prepaid Rent Yes Other Current 
1450 Supplies Yes Other Current / 


1500 Computer Equipment Yes Fixed Assets 

1510 Furniture Yes Fixed Assets 

1520 Automobile Yes Fixed Assets 

1900 Accum. Depreciation- Comp Eqt Yes Accumulated Depr 
1910 Accum. Depreciation - Furnitur Yes Accumulated Depr ) 
1920 Accum. Depreciation - Automobi Yes Accumulated Depreciation 
2000 VISA Payable EES Accounts Payable 

2380 Income Taxes Payable Yes Other Current Liabilities 
2400 Publisher Advances Yes Other Current Liabilit 
3910 Retained Earnings Yes Equity-Retained Earnings 
3920 Mike Parry, Capital Yes Equity-doesn't close 
3930 Mike Parry, Draw Yes Equity-gets closed 
4000 Teaching Income Yes Income 

4050 Royalty Income Yes Income 

4100 Interest Income Yes Income 

4200 Finance Charge Income Yes Income 

4900 Sales/Fees Discounts Yes Income 

5000 Cost of Sales Yes Cost of Sales 

5400 Cost of Sales-Salary & Wage Yes Cost of Sales 

6000 Wages Expense Yes Expenses 

6100 Dues and Subscriptions Yes Expenses 

6150 Auto Registration Yes Expenses 

6200 Income Tax Expense Yes Expenses 

6300 Rent or Lease Expense Yes Expenses 

6350 Maintenance & Repairs Expense Yes Expenses 

6400 Utilities Expense Yes Expenses 

6450 Office Supplies Expense Yes Expenses 

6500 Telephone Expense Yes Expenses 

6550 Long Distance Co. Yes Expenses 

6560 Internet Service Provider Yes Expenses 

6600 Advertising Expense Yes Expenses 

6800 Freight Expense Yes Expenses 

6850 Bank Service Charge Yes Expenses 

6900 Purchase Disc-Expense Items Yes Expenses 

6950 Insurance Expense Yes Expenses 

7050 Deprec. Exp. - Comp Eqt Yes Expenses 

7060 Deprec. Exp. - Furniture Yes Expenses 

7070 Deprec. Exp. - Automobile Yes Expenses 


Carefully check the Account Type column. Peachtree’s account 
types classify each account for the financial statements. 
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Observe that the chart of accounts is dated As of Oct 31, 2011. 


Since Peachtree posts on the last day of the month, your reports will 
show October 31, 2011 as the date. 

Notice that Mike Parry’s chart of accounts includes Account No. 
3910, Retained Earnings. At the end of ev iscal year, the 
temporary owner’s equity accounts (revenues, expenses, and 
drawing) are closed to a permanent owners equity account. In PCA, 
there are two permanent owner’s equity accounts: the owner's 
capital account and the Retained Earnings account. PCA closes the 
temporary accounts to the Retained Earnings account. This will be 
discussed in more detail in Chapter 11 when you close the fiscal 
year. In order to post to the general ledger, Peachtree requires a 


Retained Earnings account. 


5. To print the Chart of Accounts, click EE | When the Print window 
appears, make the selections to print. 


x) 

6. Click two times to return to the Business Status Navigation 
Center. If you need to edit the Chart of Accounts, select Maintain, then 
Chart of Accounts, or from the Business Siatus Navigation Center, link 
to View Account List. 


BACKING UP THE CHART OF ACCOUNTS 


When using PCA, information is automatically saved to the hard drive of 
the computer. In a classroom setting, a number of students may be using 
the same computer. This means that when you return to the computer 
lab, your data will be gone. Backing up data simply means saving it to a 
hard drive location or external media. Saving data (backing up) means 
that it will be available when you want to work again. 


In this textbook, detailed steps are shown for backing up to Peachtree’s 
default location: C:\Sage\Peachtree\Company\mikparde [or, your 
shortened name]. The chart on pages 279-280 shows the size of backup 
files. (Hint: Your default location may differ. Refer to File Management, 


pages Xvii-xviii.) 


When the backup is made, you are saving the new company set up 
information (pages 281-289) and the revised chart of accounts (pages 


290-298). 
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Comment 


| When a back up is made, you are saving to the current point in Peachtree. Each backup 
made should have a different backup name (file name) to distinguish one backup from 
another. In this way, if you need to restore to an earlier backup, you have the data for 
that purpose. 


Remember, you can Restore if you need to go back to an earlier point in the company’s 
data. Without a backup file, you cannot go back to an earlier point in the data. Since 
Chapters 9 and 10 work together, your backup files are important. 


in the business world, backups are unique to each business: daily, weekly, monthly. 
Remember, back up before you leave the computer lab! ince 


Follow these steps to back up Mike Parry’s company and the chart of 
accounts. 


1. From the Navigation Bar, click L"= i |. In the Data 
Maintenance list, link to Back up. The Back Up Company window 
appears. Read the information on this window. (Make sure the 
Include company name in the backup file name field is unchecked.) 


[~ Remind me when I have not backed up inf? + day(s) 


~ Local Backup Settings ee 
[~ Include oy name in the backup file name 


: 


> Click |_Backup | 
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3. The Save Backup for Mike Parry Designer [or, ) our name Designer] 
as window appears. The instructions that follow assume the default 
location is used for backing up. /f you are backing up to a specific 
hard drive location or to external media, select (he appropriate 


location in the Save in field. 


4. Type Chapter 9 Chart of Accounts in the Fie name field. 


ip Save Backup for Mike Parry Designer 


Save in: | mikparde ¥{ 
Name + 

CO] |. KeysBackup 

| LETTERS 


Observe that the Save as type field shows that you are making a 
Peachtree Backup (*.ptb), which is abbreviated ptb. This is the 
standard default for Peachtree backups 


Comment 


If you do not have a .PTB extension, follow these steps: 


Click [Start button], then All Programs. Select Accessories, 


then Windows Explorer. (Hint: You can also right-click on the Start 


button; left-click Explore. These instructions are consistent with 
Windows Vista.) 

2. Select Organize; Folder and Search Options. 

3. On the Folder Options window, click the View tab. Make sure the Hide 
extensions for known files types box is unchecked. 


| 
4. Click lice Oiecl] Close Windows Explorer. Your PCA files will now 
have file extensions. 
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RS AREER 


5. Click ts 


6. A window appears that says This company backup will require 
approximately 7.05MB. 


7. Click Luise. When the Back Up Company scale is 100% 
complete, you have successfully backed up to the current point | 
the company’s data. 


Read Me: Problem Backing Up to USB Drive 


oO Y If you encounter difficulties backing up to an external USB drive, 
backup to your desktop first. Then, copy the backup file from the desktop to the 
USB drive. Refer to Appendix A, Problem Backing Up to USB Drive or Other 
External Media, pages 771-772 for detailed steps. 


Some USB drives work better than others for backing up directly from Peachtree to 
the thumb drive. 


Follow these steps to see the size of the backup file. 


1. Right-click [start button]; left-click Open Windows Explorer. 


2. Go to the location of your backup file. If you backed up to the default 
location, it is C:\Sage\Peachtree\Company\mikparde [or, your 
company’s shortened name]. (Hint: Your default location may differ. 
Refer to File Management, pages xvii-xvii.) 


3. If necessary, open the mikparde folder. If you used your first and last 
name, your folder name differs. 
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' £4 BB Chapter 9 Chart of Accounts.ptb 


The Name of the file is Chapter 9 Chart of Accounts.ptb, the Type is 
PTB File, the Size of the file is 1,295 KB. (Your file size may differ 
slightly.) As mentioned earlier, the textbook directions show how to 
back up to Peachtree’s default hard drive location. Backups can also 
be made to other hard drive locations or external media. Close 
Windows Explorer. 


RESTORING COMPANY DATA 


After completing new company setup and editing the chart of accounts, 
you backed up (saved) Mike Parry Designer company information. In 
order to start where you left off the last time you backed up, use 
Peachtree’s Restore Wizard. 


In the steps that follow you are shown how to restore the Peachtree 
backup file (.ptb extension). You made this backup on pages 299-301. 
Peachtree backups are compressed files which means that the file is 
made smaller. 


1. Start Peachtree. 


2. These instructions assume that the Mike Parry [your name] Designer 
- Peachtree Accounting window appears. If not, click File; Close 


Company. If a screen prompts to keep two companies open, select 
iE | Open Mike Parry [your name] Designer. 


> Troubleshooting: What if Mike Parry Designer (or another 
name Designer) is not shown? 


a. Click File; Close Company. 


From Peachtree’s startup 


=» Open an existing company 


c. Click [Browse _| The Open Company window appears. 


window, select 
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oe 


d. If Mike Parry a ner 3 other name Designer) is shown select 
it, and then click a | Go to page 304, step 3, and follow 


the steps to restore your data. 


e. If no Designer company is shown, click 


f. There are four menu bar options-Lfile_Options _s elton Pe. 


Click File; Restore. ae ae: 
| = 


g. The Select Backup File window appears. Click ove} In the 
Look in field, select the appropriate location of your backup file. If 
necessary, put external media in the drive and open the backup 
file from that location. 


h. Select the Chapter 9 Chart of Accounts.ptb backup file; click 


i. Make sure the Location field shows the Chapter 9 Chart of 
Accounts.ptb backup file. Click [_Net> | 


j. The Select Company window appears. Click on the radio button 
next to A New Company. 


Read Me 
Observe that there are two options on the Select Company window: An 


Existing Company and A New Company. If you select A New Company, 
then the company will be named exactly the same as the backup file selected. You 
can restore to an existing company—one that is previously set up—or you can 
restore to a new company, bypassing the process of setting up a new company. 


Let’s say you wanted to restore a backup file for a company that was not set up in 
Peachtree. Some computer labs delete directories from the hard drive; for example, 
you have a back up file but the company, Mike Parry [or your name] Designer, is 
not listed as a Peachtree company. If you start Peachtree and you cannot select the 
appropriate company, use the Restore Wizard to select A New Company. Using the 
backup file, and the selection for A New Company, you are able to start where you 
left off the last time you used Peachtree. 


k. The Company Name field shows Mike Parry Designer. The 
Location field shows C:\Sage\Peachtree\Company\mikparde. (Or 
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your default location and shortened company name; the last two 


letters of the location field shows “de.”) Click LME& 


Continue with step 6 below. 


: ; y . 3 = Company : 
3. From the Navigation Bar, click "= — ; link to 
Restore. 


4. The Select Backup File window appears. If the location field shows 
the correct location for the Chapter 9 Chart of Accounts.ptb back up 


file, click LNew> | 
(OR, click [Browse | then select the appropriate location of the 


Chapter 9 Chart of Accounts.ptb backup file; click LN&*2 1) 


5. The Select Company window appears. The radio button next to An 
Existing Company is selected. The Company name field shows Mike 
Parry Designer [or your name Designer]; the Location field shows 
C:\Sage\Peachtree\Company\mikparde (or your default location and 
the appropriate shortened company name). Click LNe#2_}? 


6. The Restore Options window appears. Make sure that the box next 


to Company Data is checked. Click 


7. The Confirmation window appears. Check the From and To fields to 


make sure they are correct. Click L/"“"_]. When the Restore 
Company scale is 100% complete, your data is restored. 


Now that you have restored Mike Parry’s data, you are ready to continue. 
Remember before you exit PCA, make a backup of your work. 


*If Mike Parry Designer is not shown in the Company Name field, refer to 
Troubleshooting, steps a. —j., pages 302-303. (Hint: Cancel the Restore Wizard, then 
browse to the location of your Chapter 9 Chart of Accounts.ptb backup file.) 
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Comment: Global Options id 


On pages xiii-xiv (step 1), you were instructed to select manual and 2 decimal 
places in the Decimal Entry and Number of Decimal Places fields. If you did not 
do this, follow these steps: 


From the menu bar, click Options; Global. 

In the Decimal Entry field, click Manual. When Manual is selected, a black 

circle is placed within a circle (radio button). 

3. In the Quantity fields, Standard fields, and Unit Price fields make sure 2 is 
selected. 

The boxes in the Hide General Accounts area should be unchecked. 


Np — 


ENTERING CHART OF ACCOUNTS BEGINNING BALANCES 


Mr. Parry has hired you to do his monthly record keeping. !n order to 
begin accounting tasks for Mr. Parry, you asked him for a Balance 
Sheet. A Balance Sheet lists the types and amounts of assets, liabilities, 
and equity as of a specific date. A balance sheet is also called a 
statement of financial position. 


The October 1, 2011 balance sheet is shown on the next page. 
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Mike Parry Designer 
Balance Sheet 
October 1, 2011 


ASSETS al 
Current Assets athe tha 
1010 - Money Market Account ea $ 8,700.00 aoe 
1020 - Checking Account 9,750.75 eri | 
1040 - IRA Savings Account | 27, 130535 2 oe 
1045 - WI State Retirement 35,612.00 eatet | 
1300 - Prepaid Insurance ea | 
1400 - Prepaid Rent od 2a 


1450 - Supplies 


Total Current Assets $ 86,264.93 
Property and Equipment 


1500 - Computer Equipment $ 6,800.00 


1510 - Furniture 5,000.00 | 


1520 - Automobile 
Total Property and Equipment 
Teese Setee eco =) a 
i a a 
aes 


19,000.00 


2000 - VISA Payable $ 5,250.65 
Total Current Liabilities |) $ 5,250.65 


3920 - Mike Parry, Capital 111,814.28 
Total Liabilities and Capital | $117,064.93 | 17,064.93 


The information in this Balance Sheet will be the basis for recording Mr. 
Parry’s beginning balances. 


Follow these steps to record Mike Parry’s beginning balances. 


1. From the main menu, select Maintain, then Chart of Accounts. 
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2b 
Observe that the balance sheet on page 306 is dated October 1, 
2011. Beginning balances must be set for the previous month- 
September 1 through 30, 2011. You select 9/1/11 through 9/30/11 
because Peachtree posts on the last day of the month. When 9/1/11 
through 9/30/11 is selected as the chart of accounts beginning 
balance period, transaction windows start on October 1, 2011, and 
reports are dated October 31, 2011. The September 30 ending 
balance is the October 1 beginning balance. 


In Chapter 11, you print end-of-year financial statements. In order for 
your end-of-year financial statements to show the correci current 
month and year-to-date amounts, you must set your beginning 
balances for the previous month. Remember, select September 1 
through 30, 2011, as the period for setting beginning balances. The 
beginning balance period cannot be changed later. 


3. Scroll down the Select Period list. Click From 9/1/11 through 9/30/11 
to highlight it. 


Note: Be sure to enter your beginning balances 
before you start entering transactions. 


Make sure that From 


Select Period to Enter Beginning Balances: 9/1/11 through 9/30/11 
Frorn BAT; ‘11 ‘through 6/30/11 j 

iFrom 7/1/11 through 7/31/11 is selected. 
[From 8/1/11 through 8/31/11 Thy 


From 9/1/11 through 9/30/11 
(From 10/7/11 through 10/31/11 

From 11/1/17 through 11/30/14 

From 12/1/11 through 12/31/11 


IMPORTANT: Check the Select Period window. The period you 
select should be From 9/1/11 through 9/30/11. 


The period selected affects financial statement current month and 
year-to-date account balances. Make sure that From 9/1/11 through 
9/30/11 is selected. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


308 Chapter 9 


4. 


(Chart of Accounts Beginning Balances 


@ 


1010 


1045 
1100 
1200 


Cancel OK New a 


Ow 
Beginning Balances as of September 30, 2011 Bite erth 1ese beginning balances? 


aa aa 
Account ID Account Description Assets, Expe 


= ee ae 
ae 2|8 
1> Sis 


Make sure that you have selected From 9/1/11 through 9/30/11 on 
the Select Period window. You cannot change this period later. Make 


sure the period is correct, then click 


The Chart of Accounts Beginning Balances window appears. Below 
the icon bar, Beginning Balances as of September 30, 2011 is 
shown. The Assets, Expenses field is highlighted. Account No. 1010, 
Money Market Account is selected. A red line is placed around the 
row. Type 8700 in the Assets, Expenses field. Press <Enter>. 


8 ae x 
Beginning Balances as of x 


¢ 6) S Septembe or 30, 2011 


Liabilities. 
Equity, Income 


al Dario el = s/o 
| 
mi 
cag 
inventory re: 
OtherCurrentAssets| = it” 


Prenaid Rent Other Current Assets 


vv 
The Trial Balance is made up of the balances of all 5 
accounts. In order for the Trial Balance to be in balance, the pam ih nae 


sum of Assets and Expenses should equal the sum of Trial Balance: 8,700.00 
Liabilities, Equity, and Income (Difference posts to Beg Bal Equity) 


Net Income is the difference of Income and Expense account Income-Expenses 0.00 0.00 
values. The Income and Expense values making up Net 
Income are already included in the total. Net Income: 0.00 


6. 


Account No. 1020, Checking Account is selected. Type 9750.75 and 
press <Enter>. 


Continue entering the beginning balances using the Balance Sheet 
on page 306. For credit balances, if necessary, click on the 
Liabilities, Equity, Income field. When you are finished, Assets, 
Expenses equals Liabilities, Equity, Income. This indicates that there 
are equal debits and credits. 
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roca ee enc 


Chart of of Accounts > Beginning | Balances 


balances as ( of 
September 30 


Assets. Bocce | 


accounts. 6 iter for the Tiel Balances io be in lance, the 
sum of Assets and Expenses should equal the surn of 
Liabilities, Equity, and Income. 


Trial Balance 
(Difference pasts to Beg Bal Equity) 


| Netincome is the difference of Income and Expense secount 
values. The Income and Expense values making up Net 
Income are already included in the total. 


Income - Expenses: 0.06 


Net Incorne: 
_ 


Comment 


| 


/ What if your Trial Balance does not show 0.00? Make sure that debit balances for 
| assets and credit balances for liabilities and capital accounts are entered correctly. 


Make sure that your beginning balances are as of September 
30, 2011. If you enter your balances for the wrong month 
(period), your financial statements will not show the current 
month and year-to-date amounts correctly. Remember, 
Chapters 9, 10 and 11 work together. If beginning balances are 
incorrect in Chapter 9, Chapters 10 and 11 financial statements 
will be incorrect. 


ea 
7. Click |x | A window appears briefly that says Creating Journal 


Entries. 


8. At the Maintain Chart of Accounts window, click : |} to return to 


the Business Status Navigation Center. 


To check your chart of accounts beginning balances, select 


Maintain, Chart of Accounts, i then select the 
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From 9/1/11 through 9/30/11, [ox | Make any needed 
corrections. Refer to pages 305-309 for entering the chart of 


4 
accounts beginning balances. When through, click Fa Close the 


Maintain Chart of Accounts window. 
Follow these steps to print a Balance Sheet: 


1. From the menu bar, select Reports & Forms, then Financial 
Statements. The <Standard> Balance Sheet is highlighted. Click 


=SPl*” | or make the selections to print. 


Compare the balance sheet with the one shown on the next page. 
The account balances match the ones shown on October 1, 2011 
balance sheet on page 306. 
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Current Assets 

Money Market Account 
Checking Account 

IRA Savings Account 
WI State Retirement 
Prepaid Insurance 
Prepaid Rent 

Supphes 

Total Current Assets 
Property and Equipment 
Computer Equipment 
Furniture 

Automobile 

Total Property and Equipment 
Other Assets 

Total Other Assets 


Total Assets 


Current Liabilities 
VISA Pavable 


Total Current Liabilities 
Long-Term Liabilities 

Total Long-Term Liabilities 
Total Liabilities 

Capital 

Mike Parry, Capital 

Net Income 


Total Capital 


Total Liabilities & Capital 


Observe that the report shows "Unaudited - For Management Purposes 


Only." 


Unaudited - For Management Purposes Only 


Mike Parry Designes 
Balance Sheet 
October 31, 201) 


ASSETS 


S $.700.00 
9:750:75 

27,730.35 

35,612.00 

2,100.00 

600.00 

1,771.83 


6.800.00 
5,000.00 
19.000.00 


$.250.65 


111,814.28 
0.00 


111,814.28 


$ 117.064.93 


ee eaennmcereel 
oC 
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2. Close the Balance Sheet and Select a Report or Form windows. 


3. On the Business Status Navigation Center's toolbar, click [@ Refresh] 


Notice that the account balances are updated. Balances shown in 
red are credit balances. 


40} Customize 


Money Market Account 1010 $8,700.00 

Checking Account 1020 $9,750.75 

IRA Savinas Account 1040 $27,730.35 

WI State Retirement 1045 $35,612.00 

Accounts Receivable 1100 $0.00 
wae one 


4. Link to View Account List to see all the accounts and their Running 
Balance. A partial Account List is shown below. (Hint: Accounts 
shown in red with a parenthesis are credit balances.) These account 
balances agree with the Balance Sheet shown on page 306. 


T Ranning panel] 


Account ID - Description | Type 

101 iMoney Market Account ale Vee | $8 700.00 
1020 Checking Account Cash $9,750.75 
1040 IRA Savings Account Cash $27,730.35 
1045 WI State Retirement Cash $35,612.00 
1100 Accounts Receivable Accounts Receivable $0.00 
1200 Inventory Inventory $0.00 
1300 Prepaid Insurance Other Current Assets $2,100.00 
1400 Prepaid Rent Other Current Assets $600.00 
1450 Supplies Other Current Assets $1,771.83 
1500 Computer Equipment Fixed Assets $6,800.00 
1510 Furniture Fixed Assets $5,000.00 
1520 Automobile Fixed Assets $19,000.00 
1900 Accum. Depreciation - Comp Eat Accumulated Depreciation $0.00 
1910 Accum. Depreciation - Furnitur Accumulated Depreciation $0.00 
1920 Accum. Depreciation - Automobi Accumulated Depreciation $0.00 
2000 VISA Payable Accounts Payable ($5,250.65) 
2380 Income Taxes Payable Other Current Liabilities $0.00 
2400 Publisher Advances Other Current Liabilities $0.00 
3910 Retained Earninas Equity-Retained Earninas $0.00 
3920 Mike Parry, Capital Equity-does not close $111,814.28) 


5. Close the Account List. 
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now 


USING WINDOWS EXPLORER TO SEE THE FILE SiZeE 


To see the size of the Mike Parry Designer file, following tnese steps. 


1. Right-click 1 [start button]; left-click Open Windows Explorer. 


2. Go to the location of the company data. The default location is 
C:\Sage\Peachtree\Company (or your company data location; refer 
to page xviii). Click on the Company folder. 


3. Right-click on the mikparde folder (or the one with your shortened 
name.). Hint: Peachtree shortens the company name using the first 
three letters of the first word, first three letters from the second word, 
and two letters from the third word. There are eight characters in 
Peachtree’s shortened company name. 


4. Left-click Properties. The default location is drive C. The title bar 
shows the shortened company name Properties. 


Wi mikparde Properties 


General | Sharing | Security | Previous Versions | Customize | 


<<. SS 


Type: File folder 

Location: CASage\Peachtree\Company 
Size: 29.3 MB (30.726 360 bytes) 
Sud ondisk 294 MB @0875.648 bytes) 
Contains: 135 Files, 5 Folders 


Created: Wednesday. September 01, 2010. 1.5442 PM 


Attributes. [7 Read-only (Only applies to files in folder) 


l™ Hidden Advanced. 
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Observe that the size of the file is 29.3 MB (30,726,360 bytes). To 
save all the data contained in the Mike Parry [or your name] folder, 
use Windows Explorer to copy, then paste the mikparde folder from 
drive C to a USB drive, CD, or DVD. (Your file size may differ from 
the mikparde Properties window. This is okay.) 


orer title bar. 


BACKING UP BEGINNING BALANCES 


Follow these steps to back up the work completed so far. This backup 
saves the Mike Parry company set up on pages 281-289, the chart of 
accounts (pages 290-298), and the beginning balances (pages 305-309). 


The idea is to make periodic backups so that, if needed, you can go back 
to an earlier point in the data. Use a different file name for each backup 
so that you can distinguish one file from another one. 


If necessary, close all windows. From the Company Navigation Center, 
link to Back up. (Or, from the menu bar, select File, then Back Up.) 


1; 


If necessary, uncheck the box next to Include company name in the 


backup file name. Click [| Backup | 


Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 9 
Beginning Balances in the File name field. 


cic 


When the window prompts that This company backup will require 


approximately 7.14MB, click ea | When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to this point in Chapter 9. 


In Chapter 9, you learned how to set up a new Peachtree company, edit 
the chart of accounts, and how to use information from a balance sheet 
to enter beginning balances. Because two files were backed up in 
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Chapter 9—the Chapter 9 Chart of Accounts.ptb file and the Chapter 9 
Beginning Balances.ptb file—you could restore either file to start at that 
point in the data. For example, what if you notice a mistake and need to 
start at an earlier place in the data? By saving two files, you have two 
different backup files to restore. Remember, in the syenrece world 
backups are made frequently. 


EXPORT THE CHART OF ACCOUNTS AND BEGINNING BALANCES 
TO EXCEL 


Follow these steps to export the October 1, 2011 Balance Sheet to Excel. 


1. From the menu bar, select Reports & Forms, select Gene! 
Double-click Chart of Accounts. The Chart of Accounts appe 
needed, expand the Accounts Description and Account | yp: 


columns. (Click to widen the column.) 


2. Click . On the Copy Report to Excel window, in the file option 


area, Create a new Microsoft Excel workbook is selected. |n the 
Report header option field, Show header in Excel worksheet is 
selected. 


pyReporttoExcel. 


Preasipen COT? TSE? inshuciads* 


Excel options — — ease hoeasr ppton: ai 


rT Use freeze panes (headers and labels are visible) € Send header to Page Setup in Excel 


fe Show header in Excel worksheet 


~ Enable automatic colurnn filtering = 


ERS SSA eR ee ee 


: 
LIC 
B 


3. Click mal The chart of accounts exports to Excel. 


4. Save. Use the file name Chapter 9 Chart of Accounts and 
Beginning Balances.xlsx. (Hint: If you are using Excel 2003, your 
file extension is .xls.) 
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ese 


5. Go back to Peachtree’s Select a Report or Form window. In the 
Reports list, select Financial Statements. Doubie-click <Standard> 


Balance Sheet. Click : 


K 


6. Click —J. On the Copy Report to Exce! window, select Add a new 
worksheet to an existing Microsoft Excel workbook. 


Copy Report to Excel 


paiege vii 


( Create a new Microsoft Excel workbook 


( Add anew worksheet to an existing Microsoft Excel workbook 
Vig a! : Browse... 


Fes pont neader option oe 


[ Use freeze panes (headers and labels are visible) ley" ond haaderts Page Setup in Excel 
[ Enable automatic column filtering (Auto-filter) eave “Shaw feeder in Excel wereeneee 
7. Click to go to the location of ihe Chapter 9 Chart of 
eer eraser 
Accounts and Beginning Balances.x!sx file. Click Seen es! You 


are returned to the Copy Report to Exce! window. Observe that the 
Browse field shows the location of the Chapter 9 Chart of Accounts 


and Beginning Balances file. Click |_“" 


8. The balance sheet appears in Excel. Change the date to October 1, 
2011. (Hint: The balance sheet is shown on page 306.) 


Mike Parry Designer 
Balance Sheet 
October 1. 2011 


9. Observe that two sheets are shown at the bottom of the Excel file: 
Chart of Accounts and Balance Sheet. 


Chart of Accounts Balance Sheet_ 
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10. Save the file. Exit Excel. Close all Peachtree windows. 


INTERNET ACTIVITY JIS ST 
1. | From your Internet browser, go to the book’s website at 

| www.mhhe.com/yacht2011. | 

2. | Link to Student Edition. 

| 3. | In the Choose a Chapter field, select Chapter 9. Observe 

and More Resources list includes additional activities. in the Course-wide 

Content list, link Internet Activities; then — Part 2 Internet Activities for 


ai the Quizzes 


LE tcAl 


Chapter 9-10. Select Maz or IL = 
4, VF necessary, scroll down x . STARTING A BUSINESS ~ Che ipter 9. Read 
steps 1, 2, and 3. Sse, 
5. | Follow the steps shown on the textbook’s website to compiete this Internet 

activity. 
| 6. | Use a word processing program to write a summary for each website 
| visited. Your summaries should be no more than 75 words. | 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


1. Going to the net, pages 317-318. 
2. Multiple-choice questions, pages 318-320. 


3. Exercises 9-1 and 9-2, pages 320-326. 


4. Assessment Rubric, page 326. 
5. Analysis questions, page 327. 
6. Chapter 9 Index, page 328. 


GOING TO THE NET 


Access information about the chart of accounts at 


http://en.wikipedia.org/wiki/Chart of accounts. Read the information on 


Wikipedia's chart of accounts website. (Going to the Net links are on the 


textbook website at www.mhhe.com/yacht2011; link to Student Edition, 
select Chapter 9, Going to the Net Exercises.) 


1. What is the chart of accounts? 
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2. List four asset accounts, two liability accounts, two equity accounts, 
one revenue account, and three expense accounts. 
3. What is the trial balance? 


Multiple Choice Questions: In the space provided, write the letter that 
best answers each question. 


1. In Part 2 of the book, you complete monthly accounting for 
which type of business? 


. Corporate form of business. 
. Merchandising business. 

. Manufacturing business. 
Service business. 

. None of the above. 


o20T70 


2. Which type of accounting method does Mike Parry Designer 
use? 


a. Cash basis accounting. 

b. Accrual accounting. 

c. PCA does not require you to make a choice. 

d. There is no difference between cash basis and accrual 
accounting. 

e. None of the above. 


3. Mike Parry’s business type is a: 


a. Corporation. 

b. Partnership. 

c. Sole proprietorship. 
d. Non-profit. 

e. None of the above. 


4. What chart of accounts did you select for Mr. Parry’s chart of 
accounts? 


. Accounting firm. 

. Merchandising company. 
. Non-profit business. 

. Service Company. 

. None of the above. 


@) (ok, (@) LeF {0b} 
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5. Mr. Parry uses which type of posting method? 


@) (2, @) wp {eb 


. Batch posting. 

. Real-time posting. 

. There is no need to post his books. 

. PCA does not require you to make a posting choice. 
. None of the above. 


6. You can restore data by making which menu bar selection? 


(qr (SL "@) sop {eb) 


. File; Restore. 

. Tasks; Backup. 

. Maintain; Restore. 
. Maintain; Backup. 
. None of the above. 


7. The correct file name for backing up Mike Parry Designer, the 


chart of accounts, and the October 1, 2011 beginning balances 


IS: 


OQ OLS 0) 


. Chapter 9 Chart of Accounts October. 
. Chapter 9 Beginning Balances. 


chap9. 


2 chap 
e. 


None of the above. 


8. Peachtree assigns the following shortened company name to 


Mike Parry Designer: 


@) {G4 Gy for fsb) 


\Company. 
\Peachtree. 
\mikparde. 

\Sage Software. 
None of the above. 


9. The account type of Account No. 3920, Mike Parry, Capital (or 


your name, Capital) is: 


Oo 


@) (ot @) 


\Cash. 

\Equity-gets closed. 
\Equity-doesn’t close. 
\Current assets. 
None of the above. 
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10. When saving an Excel 2007 file, the automatic file extension 
is: 


eOCK 

Pxisx 

pdf 

ptb 

. None of the above. 


2 o.0 of 


Exercise 9-1: Follow the instructions below to complete Exercise 9-1: 


1. Start Peachtree. If Mike Parry [your name} Designer or other 
company opens, select File; New Company. When the window 


prompts, Do a want to keep Mike Parry (your name) Designer 


open?, click . The Create a New Company — Introduction 


Next > 


window appears. Click . (Or, from the startup window, 


° 7 
Ng Create a new company 


select ) 


2. Type the following company information: 


Company Name: Art by Your Name (Use your first and last 
name) 

Address Line 1: Your address 

City, State, Zip Your city, Your State, Your Zip code 

Country: USA 


Telephone: Your telephone number 
Fax: Your fax number (if any) 
Business Type: Sole Proprietorship 
E-mail: Type your email address 


Leave the Tax ID Numbers fields blank. 


The Company Name field should show Art by your first and last 
name. 


Create a New Company - Company Information 


Enter your company information * Required feld 


Company Name: | Art by Student Name 
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3. Click bes | At the Select a method to create your company 


window, cee Copy settings from an existing Peachtree Accounting 
company. 


Select a method to create your company 


(~ Use a sample business type that dosely matches your company (Most companies choose this) 


(@ Copy settings from an existing Peachtree Accounting company 


| j € Convert a company from another accounting program 


(> Build your own chart of accounts {Designed for accountants and advanced users ony) 


—— 


A. Click en 


5. Highlight Mike Parry [or your name] Designer, then click [Next > E | 


6. At the Copy Company Information window, accept the default 


selections by clicking L 


7. Accept the default for accrual accounting by clicking 


8. Accept the default for Real Time posting by clicking 


9. At the You are ready to create your company window, 


10. 
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11; 


te 


13. 


14. 


15. 


If the Peachtree Setup Guide appears, click on the box next to Do 


not display this message again. Click 


The Art by Your Name - Peachtree Accounting window appears. 
Make sure the period is Period 10 - 10/01/1 1-10/31/11 - 


Period 10 - 10/01/11-10/31/11 


Make the following changes to the Chart 0} Accounts: 
a. Change the name of the following accounts: 
e Account No. 1020, Checking Account to Fidelity Bank 
e Account No. 2000, VISA Payable io Accounts Payable 
e Account No. 3920, Mike Parry, Capital to Your Name, Capital 
(Make sure the Account Type is Equity-doesn'’t close) 
e Account No. 3930, Mike Parry, Draw to Your Name, Draw 
e Account No. 4050, Royalty Income to Art Income 


e Account No. 6800 Freight Expense to Conference Fees 
Delete the following accounts: 


Account No. 1010, Money Market Account 
Account No. 1040, IRA Savings Account 
Account No. 1045, WI State Retirement 
Account No. 2400, Publisher Advances 


Add the following accounts: 


e Account No. 6180, Automobile Expense 
e Account No. 6420, Water and Power Expense 
e Account No. 7400, Postage Expense 


Print the chart of accounts. 


Follow these steps to back up Exercise 9-1. 


a. From the Company Navigation Center, link to Back up. (Or, from 


the menu bar, select File, then Back Up.) 
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b. If necessary, uncheck the box next to Include company name in 


the backup file name. Click [_ Backup | 


c. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Exercise 9-1 in 
the File name field. 


d, Click Lea 


e. When the window prompts that This company backup will require 
approximately 7.04MB, click ee | When the Ba 


ck Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 9. 
16. Click File; Exit to exit Peachtree or continue. 
Exercise 9-2: Follow the instructions below to complete Exercise 9-2. 


Exercise 9-1 must be completed before starting Exercise 9-2. 


1. Start PCA. If necessary, open the company that you set up in 
Exercise 9-1, Art by Your Name. (Hint: If a different company opens, 
select File; Open Previous Company. When the screen prompts do 


you want to open two companies, select. 


2. Follow these steps to restore Exercise 9-1." _ 


, 7 ae ' | 
a. From the Navigation Bar, select LW | 
Restore. (If necessary, put external media into the appropriate 


drive.) 


‘link to 


sf 


b. The Select Backup File window appears. (If necessary, click 


Browse 


|. In the Look in field, select the appropriate location 


“You can restore from your back up file even if no Peachtree company exists. From 


the menu bar, click File; Close Company. Peachtree’s startup window appears with four 
; Fi j i 

menu bar options-- ri sevice: Help . Select File; Restore. Browse to 

the location of the Exercise 9-1.ptb backup file. On the Restore Wizard’s Select 

Company window, select A New Company. The A New Company selection allows you 


to restore backup data and set up the company. For more information, refer to 
Troubleshooting on pages 302 and 303. 
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oe 


of the Exercise 9-1.ptb back file.) Make sure the Location field on 
the Select Backup File window shows Exercise 9-1.ptb. Click 
Next > 


c. The Select Company window appears. | he radio button next to 
An Existing Company is selected. Check that the Company 
Name and Location fields are correct. Ciick as 

d. The Restore Options window appears. Make sure that the box 
next to Company Data is checked. Click 2 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click ee When the 
Restore Company scale is 100% complete, your data is restored. 


f. If necessary, remove the external media. 
3. Use the Balance Sheet on the next page to record chart of accounts 


beginning balances. (Hint: Remember to select 9/1/11 through 
9/30/11 as the period for entering chart of accounts beginning 


Select 
From 9/1/11 through 
9/30/11 


Note: Be sure to enter your beginning balances 
before you start entering transactions. 


Select Period to Enter Beginning Balances: 


From 6/1/11 through 6/30/11 — 
From 7/1/11 through 7/31/11 ta 


qFrom 9/1/11 through 9/30/11 oN 


‘i ay alsin Ur 
Frorn 11/1/11 through 11/30/11 
From 12/1/11 through 12/31/11 >| 


OK : Cancel | 


Enter the beginning balances as of September 30, 2011 from the 
Balance Sheet shown on the next page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


New Company Setup and Beginning Balances 325 
| Balance Sheet 
| October 1, 2011 sa VOT. 
E ASSETS 
| Current Assets ma fg 
| Fidelity Bank $13,500 00 | ‘iad 
| Prepaid Insurance 1,000.00 | sid 
| Prepaid Rent 700.00 a 
| Supplies 850.00 | cs 
Total Current Assets | $16,050.00 
| Property and Equipment ; Sith 
| Computer Equipment 6,500.00 | eet 
[ Furniture 3,500.00 Keo 
| Automobile 19,000.00 


Total Property and Equipment 


Total Assets 
= 


| LIABILITIES AND CAPITAL 


he ——E 

| 

| Current Liabilities 

. 

| Accounts Payable $1,050.00 | 

| Total Current Liabilities $1,050.00 
| Capital 

| Your Name, Capital 44,000.00 
Total Liabilities and Capital $ 45,050.00 


2. Print the balance sheet. 


CHECK YOUR FIGURES: Chart of Accounts & Balance Sheet 


Account No. 3930, Your Name, Draw 

Account No. 4050, Art Income 

Account No. 7400, Postage Expense 

Account No. 1020, Fidelity Bank, $13,500 
Account No. 3920, Your Name, Capital, $44,000 
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3. Follow these steps to back up Exercise 9-2. 


a. From the Company Navigation Center, link to Back up. (Or, from 


the menu bar, select File, then Back Up.) 
b. If necessary, uncheck the box next to Inciude company name in 


| 
the backup file name. Click [_Backur | 


c. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Exercise 9-2 in 
the File name field. 


d. Click LS] 


e. When the window prompts that This company backup will require 


aed 
approximately 7.10MB, click ee | VWhen the Back Up 
Company scale is 100% complete, you have successfully backed 


up to the current point in Chapter 9. 


4. Export the chart of accounts and beginning balances to Excel. Use 
the file name Exercise 9-2_Chart of Accounts and Beginning 
Balances.xlsx. Change the date on the balance sheet to October 1, 
2014: 


5. Exit Excel and Peachtree. 
ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 9, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 
the blank fields online. 
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Sec ES ENS 


- a Shortened 
| Company 
Task Date Selections __ Window pet Name 
| October 1, 2011 
| Beginning | 
| Balances 
ANALYSIS QUESTIONS 
1. What chart of accounts beginning balance date is used for entering 


October 1, 2011 account balances in Peachtree? 


2. How does the account beginning balance date affect the current 
month and year-to-date amounts on the financial statemenis? 


3. After recording beginning balances, why does Peachtree show 
October 31, 2011 as the balance sheet date? 
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CHAPTER 9 INDEX 
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_EARNING OBJECTIVES 


12 Restore data from Chapter 9. (This backup was made on page 
314.) 

2. Record and post deposits, checks and ATMs. 

3. Complete account reconciliation. 

4. Display the Account Register. 

5. Display the Cash Receipts Journal, Cash Disbursements Journal, 
and General Journal. 


6. Display the general ledger trial balance. 

7. Print financial statements. 

8. Export the October Balance Sheet and Income Statement to Excel. 

9. Complete the Internet Activity online at www.mhhe.com/yacht2011. 
10. Make four backups and save two Excel files.” 


In Chapter 10, you continue the work started in Chapter 9. You complete 
the computer accounting cycle for the month of October using you! 
client's transaction register and bank statement as source documents. 
!n accounting, you learn that source documents are used to show written 
evidence of a business transaction. For Mike Parry Designer, the source 
documents used are his transaction register and bank statement. 

The transaction register shows Mr. Parry’s checking account activity. 


Remember, Chapter 9 must be completed before starting Chapter 10. 
GETTING STARTED 


Follow the steps on the next page to continue using Mike Parry's 
company data. 


‘All activities in Chapter 9 must be completed before starting Chapter 10. 


*Refer to the chart on pages 279-280 for the files names and size of backup files. 
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330 Chapter 10 


i 


perme Ae 


Start Peachtree. Open an existing company, '\\ke Parry Designer (or 
your name Designer).° (Hint: If a different company opens, select 
File; Open a Previous Company; select Mike Parry Designer. When 
the window prompts, Do you want to keep XXXOXX Company 
open?, click ne" If you prefer to keep two companies open, 
click an) 


To restore Mike Parry’s data from Chapier 9, do the following. The 
Chapter 9 Beginning Balances.ptb backup was made on page 314. 


a. From the Company Navigation Center, !ink to Restore. (Or, from 
the menu bar, click File, Restore. lf necessary, put external media 
into the appropriate drive.) 


b. The Select Backup File window appears. (If necessary, click 


Browse |. In the Look in field, select the appropriate location of 
your Chapter 9 Beginning Balances.ptb file.) Make sure the 
Location field on the Select Backup Fie window shows the 


Next > 


Chapter 9 Beginning Balances.ptb file. Click 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the Company Name 


Next > 


and Location fields are correct. Click 
d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click LMS 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click L/"S"__] When the 
Restore Company scale is 100% complete, your data is restored. 


f. If necessary, remove the external media. 


*You can restore from your back up file even if no designer company exists. From 


Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard’s Select Company window, select A New Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 

new company set up. For more information, refer to Troubleshooting on pages 302-303. 
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Lal To make sure you are starting in the appropriate place in the data 
(Chapter 9 Beginning Balances.ptb backup) check the balance 
sheet. A partial balance sheet report is shown below. The 
complete balance sheet is shown on page 311. 


Mike Parry Designer 
Balance Sheet 
October 31.2011 


ASSETS 
jCurrent Assets 
} Money Market Account $ 8.700.00 
| Checking Account 9,750.75 
IRA Savings Account 27,730.35 
WI State Retirement 35,612.00 
| Prepaid Insurance 2,100.00 
| Prepaid Rent 600.00 
| Supplies 1,771.83 
Total Current Assets 86_264.93 
4 
‘Property and Equipment 
| Computer Equipment 6.800.00 
Furniture §,000.00 
| Automobile 19.000.00 
| Total Property and Equipment 30,800.0 
Other Assets 
| Total Other Assets 0.00 
= 
Total Assets $ 117,064.93 


RECORDING DEPOSITS, CHECKS AND ATMs 


In PCA, the Receipts window is used to record deposits. When you save 
a receipt, PCA automatically journalizes the entry in the Cash Receipts 
Journal. When Mr. Parry writes a check, the disbursement is recorded in 
the Write Checks window. When you save the recorded check or ATM, 
the entry is automatically journalized in the Cash Disbursements Journal. 


Peachtree’s Write Checks window is a simplified version of the Payments 


window. In this chapter, use the Write Checks window to issue a check 
for expenses, assets, or owner’s draw. 


Mr. Parry’s transaction register has the information necessary to record 
entries for the month of October. Since Mr. Parry is a new client, 
information from his Balance Sheet was used for an opening entry. His 
transaction register lists the information for the rest of the month. 
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Follow these steps to show the cash balance on the Receipts window 
and Payments window. 


1. From the menu bar, click Options, Global. 


2. Make sure the box Ln co eel 
next to Recalculate ¥ Wam if a record was change 
cash balance [Hide inactive records 


IV Recalculate cash balance automatically m Meceipts, Payments. and Payroll Entry 


automatically in Pe tn srtrc vi 
Receipts, Payments, bz 
and Payroll Entry has a check mark next to i! 


3. Click Lx] When you use the Receipts window or Write Checks 


window, the transaction register balance agrees with the Cash 
Account balance shown on these window: 


Mr. Parry’s transaction register shows an October 1 deposit of $11,000. A 
section of Mr. Parry’s transaction register is shown. 


Check 7 
Number Description of Transaction Payment Deposit Balance 
9,750.75 
11,000.00 20,750.75 


_” J Follow these steps to record the October 1 deposit from Mr. Parry’s 
transaction register. (The arrow indicates a flash video at 
www.mhhe.com/yacht2011; Student Edition, select Chapter 9, Flash 
Videos, Deposits.) 


1. From the menu bar, select Tasks, Receipts. The Select a Cash 
Account window displays. If necessary click on the down arrow to 
select Checking Account. 


x! 


Please select a cash accountto 
use for this transaction. 


[Checkine g Account 
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25, Click Bae | The Receipts window displays. 


3. Your cursor is in the Deposit ticket ID field. Type 10/01/11. (Hint: Use 
the date of the deposit for the Deposit ticket ID field.) 


4. Click on the Name field. Type Deposit in the Name field. 


5. Click on the Reference field. Type Advance in the Reierence field. 
Press <Enter> two times. 


6. Accept the default for Oct 1, 2011 in the Date field by pressing 
<Enter>. 


7. Verify that the Payment Method is Check and that Account 1020, 
Checking Account, is displayed in the Cash account fielc. 


8. The Cash Account Balance field displays 9,750.75. This agrees with 
the partial transaction register balance shown on page 332 (and the 
Checking Account balance shown on the Balance Sheet, page 331). 

9. Make sure that the Apply to Revenues tab is selected. Click once on 
the Quantity field. Type 1 in the Quantity field. Press the <Enter> 
key two times. 


10. Type Publisher’s advance in the Description field. Press <Enter>. 


41. Glick el in the GL Account field. Select Account No. 2400, Publisher 
Advances. 


12. Type 11000 in the Unit Price field. 
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Comment: Setting Global Options 


Refer to pages xiii-xiv. 

1. From the menu bar, click Options; Global. 
circle is placed within a circle (radio button). 
selected. 


4. Make sure the boxes in the Hide General Ledger 
unchecked. 


5 cick Ml 


When global options are selected, this feature is in. 


In the Decimal Entry field, click Manual. When Me 


3. The Quantity fields, Standard fields, and Unit Pric 


effect for all companies. 


nual is selected, a black 
a fields, should have 2 


Accounts section are 


13. Press the <Enter> key two times. Compa 
the one shown below. If your window looks 
Global Options, pages xiii-xiv. (Hint: |f the © 
shown, refer to the #4 in the Comment bo» 
General Ledger Accounts area must be wn 


{ Deposit ticket ID: 
| Customer D vi 
C[Perest 


Description 
Publisher's advance 


tem Descoption Publisher Advances 
SS eeeat 


your Receipts window to 
different, refer to Setting 
| Account field is not 
[he boxes in the Hide 


shecked.) 


15) x) 


Receipt 


Cash account 
1020 


Checking Account 


Cash account balance 


— 9,750.75 


| 


Unit Price Tax Amount 


Sales tax: oe er 
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nes 


14. Click to post this entry. After you post, | 


the Cash account balance field shows the 
same balance, $20,750.75, as the partial Pee 
transaction register shown below. The 

Receipts window is ready for another entry. When the entry is saved, 
it is posted to the general ledger. The Cash Receipis journal shows 
the debits and credits for this deposit. 


15. Click L"'*_] to close the Receipts window. 


® | Use Write Checks for Check No. 4001. A section of the transaction 
register is shown below. (The arrow indicates a flash video at 
www.mhhe.com/yacht2011. Link to Student Edition, select Chapter 9, 
Flash Videos, Checks.) 


| a Deposit | 


Transfer to Money Market 6,000.00 
Account 


From the Navigation Bar, click i =m itd . Observe that the 
Banking Tasks diagram appears. In this chapter you focus on banking; in 
Part 3 (Chapters 12-15), you work with customers and vendors and 
record customer receipts and vendor payments. 


| | Chart of 
4\| Accounts | 


| 
i | 
|| Account =| | 

i . ; 
| Register || 10 | 


“nansinnn nino aneancsnteensiteitioimieni "> Ripainann 
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OG, Read Me: Navigation Bar or Menu Bar 


In this textbook, you are going to use both menu bar selections and the Navigation Bar. 
In PCA 2011, there are two ways to access features. You ©" make selections from the 
menu bar or the Navigation Bar. Throughout the textbook, ‘hese two methods are 


shown. 


Use these steps to enter Check No. 4001 and posi to the Cash 
Disbursements Journal. 


x! 


1. From the Banking 
Navigation Center, click 


lease select a cash account to 
ise for this transaction. 


J; New Check. The | meter 
Spiel a Cash Account window appears f necessary, click on the 
down- arrow to select the Checking Acc 


2. click [EEO 


3. The Write Checks window displays. Click on the Pay to the order of, 
Name field. Tyoe Money Market Account. 


4. Click in the Expense account field. The Chart of Accounts list is 
displayed. Even though you are not charging Check No. 4001 
against an expense account, you use the Expense Account field to 
select the appropriate account. Select Account No.1010, Money 
Market Account. The Description field is automatically completed 
with Money Market Account. 


5. Click on the Check number field. Type 4001 in the Check number 
field and press <Enter>. 


6. Type 2 in the Date field and press <Enter>. 


7. Verify that the Cash Account Balance field shows $20,750.75. This 
agrees with the partial transaction register on page 335 (beginning 
balance plus publisher’s advance). If the Cash Account Balance field 
does not agree with your transaction register, see the instructions in 
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omnes 


the Comment box on page 334, steps 1-3, for setting the global 
options for recalculating the cash balance for receipts, payments, 
and payroll. 


8. Type 6000 in the $ field. Press <Enter>. Observe that the check is 
completed. 


Fle Edt GoTo Window Hep — : 
fim oer sane nee Reports Helo 


os 3 " 
Clase New List & : 


| 
te 
i 


[re Electronic payment Mike Parry Designer Check number: 
| 
| Date: 
’ r 
Vendor ‘ | 
m. b 
Six Thousand and 00/100 ***>*******"=* LEENRARSRELERAELERERAREREREES Boles $ 6,000 6 1. Seccnrserenrmnioypnaconmnoyennntes ws 
i 


Pay to the | Money Market Account 
order of: (a a 


| 

ae 
} wit oe ap pivseane nrrvetins anne a 
unt Memo; ] 


9. Click L28¥2_] to post to the general ledger. The debits and credits for 
this entry are in the Cash Disbursements Journal. Verify that the 
Cash Account Balance field displays the October 2 balance (this is 
the same balance, $14,750.75, as the partial transaction register on 
page 335). You are ready for the next entry. (Hint: you may need to 
change the date to 10/2/11 to see the correct cash balance.) 


@ 
10. Click to return to the Banking Navigation Center. 


ir 


Comment 


PCA automatically completes the Check number field once the first number is 
typed. After typing another reference in the Check number field (for example, 
ATM), you need to type the appropriate check number. ATM is an acronym for 
Automated Teller Machine. When an ATM card is used, cash is withdrawn 
from the checking account. 
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In accounting, you learn that source documents are used to show written 
evidence of a business transaction or event. Examples of source 


documents are sales invoices, purchase invoices, and in this case, Mr. 
Parry’s transaction register which shows checking account activity. 
Starting with the ATM withdrawal on October 3 for $200, record the 
entries shown on the transaction register on pages 339 and 340 in the 
Write Checks window (Banking Navigation Center) or the Receipts 
window (Tasks; Receipts). Assign each entry on the transaction register 
an appropriate account number from Mr. Parry s Chart of Accounts. 
Some of the entries listed in Mr. Parry’s transaction register are for the 
same date. Record individual entries for each check number, deposit, or 


ATM transaction. 


Each deposit (cash or check received) is a « to Account No. 1020, 
Checking Account, and is recorded on the R ots window (Cash 
Receipts Journal). On the Receipts window, you select the appropriate 
general ledger account for the credit part of the entry. The offsetting debit 
is automatically entered in Account No. 1020, Checking Account. 

Each payment (check issued and ATM withdrawal) listed on the 
transaction register is a credit to Account No. 1020, Checking Account, 
and is recorded on the Write Checks window (Cash Disbursements 


Journal). On the Write Checks window, you select the appropriate 
general ledger account for the debit part of the entry. The offsetting credit 
is automatically entered in Account No. 1020, Checking Account. 


After recording each check, deposit, or ATM, you should verify that the 
Balance field on the Write Checks and Receipts windows agree with the 
transaction register balances on pages 339 and 340. You have already 
recorded the first two entries for October 1 and October 2. Continue 
recording entries with the October 3 ATM. 


Remember, Clic to post each entry. The transaction register 
entries are listed individually on the table on pages 339 and 340. 


Read Me: Why should | use Write Checks instead of the Payments 
@. { 4) window? 


The Write Checks window is a simplified version of the Payments window. Both Write Checks 
and Payments post to the Cash Disbursements Journal. In Chapter 10, you use the 
Write Checks window for checks and ATM withdrawals. You could use the Payments 
window for checks and ATMs but it is quicker to use Write Checks. 
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Transaction Register Mike Parry Designer 


Ck. No. _ Description of Payment | Deposit 
Transaction {ho Sea aie 


Balance 


| =eaaele ni a aaa Isai. Reulee 9,750.75 
10/1 Deposit (publisher's 
eevee re [cnn Se 
4007 "| 70/2 ~ | Transfer to Money Market 6,000.00 
| ae Blo. a ae 
| 10/3. | ATM’ 200.00 
10/4 
| 4002 10/4 Office Depot (computer 1,105.68 
| equipment 


4003 | 10/9 | US. Post Office® 41.00 
| 4004 10/9 River News (newspaper 45.00 
| subscription)° 
4005 10/9 WPS Gas (utilities) 39.64 
4006 10/10 | Water and Power Co.’ 98.59 
) 


'4007. | 10/10 | Lake Telephone 35.00 
le (telephone expense 
4008 10/10 Long Distance Co. 46.20 
| 10/13 Deposit (Milwaukee 

Community College) 


10/14 | atTM® 400.00 


4009 10/15 | Auto Zone (car headlight - 201.00 
| automobile expense)” 


| 


“For each ATM use Account No. 3930, Mike Parry, Draw [or, your name, Draw]. 
Type ATM in the Pay to the order of and Check number fields. For the next check, you 
need to type the check number in the Check number field. 


*Add account No. 7400, Postage Expense on the fly. (Hint: In the Expense Account 


en 


% 


ry 1 ut 
field, click \a&d; LNE’_]. In the Account Type field, select Expenses.) 
*Debit Account No. 6100, Dues and Subscriptions. 


“Add Account No. 6420, Water and Power Expense. 


“If you typed ATM in the Check number field for the October 3 withdrawal, a 
WARNING! That reference number has already been entered for this Cash Account 


displays. Click 


°Add Account No. 6180, Automobile Expense. 
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4010 Matt Wilson (install 
headlight 
Dept. of Motor Vehicles 
auto registration 


4012 10/29 Office Supplies, Etc. 
(letterhead and 


; 
envelopes) . 


BACKING UP THE OCTOBER TRANSACTION REGISTER 


19,109.88 


18,899.88 


18,683.90 


Follow these steps to back up the October transaction register. 


1. From the Company Navigation Center, link to Back up. (Or, from the 
menu bar, select File, then Back Up.) 


2. If necessary, uncheck the box next to Include company name in the 


backup file name. Click [_ Backup | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 10 
Transaction Register October in the File name field. 


4. Click 


5. When the window prompts that This company backup will require 


approximately 6.99MB, click | When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 10. 


ACCOUNT RECONCILIATION 


Mike Parry receives a bank statement every month for his checking 
account (Account No. 1020) from Downtown Bank. The bank statement 
shows which checks, ATMs, and deposits cleared the bank. PCA’s 
Account Reconciliation feature allows you to reconcile his bank 
statement. Mr. Parry’s bank statement for his checking account is shown 
on the next page. 


"Debit, Account No. 1450, Supplies. 
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Frere cere 


Statement of Account Mike Parry Designer 

Downtown Bank 1213 River Road 

October 1 to October 31, 2011 Account No. 231852-80 Milwaukee, Wi 53217 
REGULAR CHECKING ate 


Previous Balance Sa $ 9,750.75 PSS Gee 
3 Deposits (+) ee ee ).1017,681.24 | eek Meal | cee 

_9 checks (-) Meee re7.68247 | 
2 Other Deductions @eewweMe med 600.00] 
Service Charges (-) 


DEPOSITS 
CHECKS (Asterisk * indicates break in check number sequence) _ 


OTHER DEDUCTIONS (ATM's) 


Ending Balance 


Follow these steps to reconcile Mr. Parry’s bank statement balance to 


Account No. 1020,Checking’Account = aaa 


Reconcile 3 
Sar " Bankin Saye 
1. From the Navigation Bar, select it vi : eee 


(Hint: You may also use the menu bar selections; Tasks, Account 
Reconciliation.) The Account Reconciliation window appears. 


2. In the Account to Reconcile field, select Account No. 1020, Checking 
Account. If necessary, enlarge the window. 


3. On the Account Reconciliation window, type 10 in the Service 
Charges field. The Date defaults to October 31, 2011. In the Account 
field, select Account No. 6850, Bank Service Charge. 
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4. 


Comment 


Observe that the Unreconciled Difference is zero (0.00). This zero balance is proof that 
Account No. 1020, Checking Account, is reconciled 


The GL (System) Balance is $18,643.91. The transaction register on page 340 shows 
an October 30 balance of $18,653.91. When you subtract the service charge of $10, 
the transaction register balance (18,653.91 — 10 = 18,643.91) agrees with the GL 


In the Statement Ending Balance field (at the bottom of the window), 
type 19139.52. (This is the ending balance on ‘Vr. Parry’s bank 
statement.) 


In the Deposit/Bank Credit; Check/Bank Deb table, place a check 
mark <v’> in the Status column for each ceposit, check, and ATM 
that is listed on the bank statement. Observe that Clear appears 
with a checkmark in it for each deposit, checx, and ATM. Do not 
check off the outstanding checks: 4005, 4011, 4012, 4013. 


(System) Balance shown on the Account Reconciliation window. 
ip Account Reconciliation oe eT ga oy we - |] x] 
Fie Edt GoTo Window Help 
We tee eee el BS oe aS ' 
2 ec Ma et. Fe, Bate eae Dethl Adin Ne 
Account to Reconcile: Checking Account Account 
Checks and Bank Debits- Cleared 12 for 8,292.47 Pa 5p - ma mg x J a 
Deposits and Bank Credits - Cleared 3 for 17,681.24 Teta ie ones First [i] Statement Date: | Oct 31, 2011 [=] 


DOOR AEE RORP AAA 


Status Reference it/ Bank Credit Check/Bank Debit} Ds ie. Payee/Description | 


10/01/11 11,000.00 i Deposit Ticket 
10/04/11 3,965.05 Deposit Ticket 
10/13/11 2,716.19 2011 Deposit Ticket 
4001 6,0 d 2011 Money Market Account 
ATM 2 0 2011 ATM 
4002 1 . 2011 Office Depot 
4003 41.00 Oct 9, 2011 U.S. Post Office 
4004 + t River News 
4005 WPS Gas 
4006 Water and Power Co. 
4007 Lake Telephone 
4008 Long Distance Co. 
ATM ATM 

Auto Zone 

Matt Wilson 


Dept. of Motor Vehicles 
Office Supplies, Etc. 
Internet Service Provider 


( Unreconciled difference 


j 
Key: (1 uncleared EY Cleared EW Autocleared f New Bank Record Se 2 shows 0.00 


iz] 


Interest Income: 6.00 Service Charges: 


a ee eo 
Date: Oct 31,2011 | ay Date: |Oct 31,2011 |=} 
a aici | 


Account: Account: | 6850 Is 


Imported Interest: Imported Charges: \+ 


Beginning Transactions:[ >] 
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4 
6. When you are finished, click < | 


The Account Reconciliation feature adjusts Mr. Parry’s bank 
statement. Another name for this is bank reconciliation — the 
process of bringing the balance of the bank statement and the 
balance of the cash account into agreement. The Account 
Reconciliation can be used with other accounis, too. 


DISPLAYING THE ACCOUNT REGISTER 


Entries for deposits and withdrawals are shown on PCA’s Account 
Register. 


1. From the Banking Navigation Center’s Recently Used Banking 
Reports area, select View Account Register. Compare your Account 
Register to the one shown below. 


Mike Parry Designer 
Account Register 
For the Period From Oct 1, 2011 to Oct 31, 2077 
| 1020 - Checking Account 


Filter Criteria includes: Report order is by Date. 


| Date Trans No Type Trans Dese 


| Beginning Balance 


10/4/41 10/01/11 Deposit Deposit 17,000.00 
| 10/2/11 4001 Withdrawal Money Market Account 6,000.00 
; 10/3/41 ATM Withdrawal ATM 200.00 
40/4/11 = 10/04/41 Deposit Deposit 3,965.05 
10/4/11 4002 Withdrawal Office Depot 1,105.68 
10/9/11 4003 Withdrawal U.S. Post Office 41.00 
10/9/11 4004 Withdrawal River News 45.00 
| 10/9/11 4005 Withdrawal WPS Gas 39.64 
10/10/11 4006 Withdrawal Water and Power Co. 98.59 
10/10/11 4007 Withdrawal Lake Telephone 35.00 
10/10/11 4008 Withdrawal Long Distance Co. 46.20 17,104.69 
10/13/11 10/13/11 Deposit Deposit 2,716.19 19,820.88 
10/14/11 ATM Withdrawal ATM 400.00 49,420.88 
10/15/11 4009 Withdrawal Auto Zone 201.00 19,219.88 
10/16/11 4010 Withdrawal Matt Wilson 110.00 49,109.88 
10/29/11 4011 Withdrawal Dept. of Motor Vehicles 210.00 48,899.88 
10/29/11 4012 Withdrawal Office Supplies, Etc. 215.98 18,683.90 
10/30/11 4013 Withdrawal Internet Service Provide 29.99 18,653.91 
40/31/11 10/31/11 Other Service Charge 10.00 18,643.91 
8,788.08 


Total 17,681.24 


2. The Account Register and Mr. Parry's transaction register on pages 
339-340 show the same results; except for the 10/31/11 service 
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charge of 10.00. Similar to the transaction register, PCA’s Account 
Register lists deposits (receipts) and withdrawals (payments). If you 
notice a discrepancy use drill down to follow tne path of the entry's 
origin. Follow these steps to use drill down 


a. 


Double-click on the first 10/4/11 entry (Deposit for $3,965.05). 


Notice that your cursor turns into a magnifying glass with a Z in 
the center. 

10/4/11 @ 10/04/11 Deposit Depost 3,965.05 
The Receipts window appears with the October 4, 2011 deposit 
shown. 

If there is no need to make a correct'o”. close the Receipts 
window. You are returned to the Account Register window. 
Observe that the Account Register snows the Beginning Balance, 
Deposits, and Withdrawals (Checks, A7!Vis, bank service 
charge). It is okay if the Trans Desc (iransaction descriptions) 
differs. 

You can also drill down from the Account Register to the Write 


Checks, Receipts, or General Journa! windows. Drill down shows 
the original entry. For example, if you double-click on the check 
number, you go to the Write Checks window; if you double-click 
on the 10/31/11 entry for the service charge (10.00) you go to the 
General Journal Entry window. 


3. Close the Account Register. If necessary, close the Select a Report 
or Form window. 


4. Follow these steps to display the General Journal. 


a. From the menu bar, click Reports & Forms, and then select 


General Ledger. 


b. Click General Journal; then click , | 
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Mike Parry Designer 
General Journal 
For the Period From Oct 1, 2011 to ee ide 2014 
Filter Criteria includes: Report order is by Date. Report is printed with Accounts having Zero Amounts and iortened ¢ 


Date AccountID Reference Trans Description DebitAmt Credit Amt 

10/31/ 4020 40/31/11 Service Charge 10.00 
6850 Service Charge 10.00 

Total 10.00 10.00 


c. Close the General Journal report. 
PRINTING THE CASH RECEIPTS JOURNAL 
Follow these steps to print the Cash Receipts Journal. 
1. From the Select a Report or Form window, select Accounts 
Receivable in the Reports area. (Hint: If you are at the menu bar, 


select Reports & Forms; Accounts Receivable. ) 


2. Double-click Cash Receipts Journal. The Cash Receipts Journal! 
appears. 


Mike Parry Designer 
Cash Receipts Journal 
For the Period From Oct 1, 2011 to Oct 31, 2011 


Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format. 


Date Account ID Transaction Ref Line Description Debit Amn Credit Amnt 

10/1/11 2400 Advance Publisher's advance 11,000.00 
4020 Deposit 11,000.00 

40/4/11 4050 Book royaity Book royalty 3,965.05 
1020 Deposit 3,965.05 


10/13/11 4000 Milwaukee CC Teaching income 2,716.19 
1020 Deposit 2,716.19 


17,681.24 17,681.24 


Comment 


The information in the Transaction Ref column may differ. The information in the 
Transaction Ref column is the same as what you typed in the Reference field of the 
Receipts window. 


3. Close the Cash Receipts Journal. 
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PRINTING THE CASH DISBURSEMENTS JOURNAL 


1. The Select a Report or Form window should be displayed. In the 
Reports area, highlight Accounts Payable. 


2. Double-click the Cash Disbursements Journal. 


Mike Parry Designer 
Cash Disbursements Journal 


For the Period From Oct 1, 2011 to Oct 34, 2011 
Fitter Cntena includes: Report order is by Date. Report is pnnted in Detail Format 


Date Check # Account!ID Line Description Debit Amount Credit Amount 
10/2/11 4001 1010 Money Market Account 
1020 Money Market Account 6,000.00 
10/3/11 ATM 3930 Mike Parry, Draw 200 
1020 ATM 200.00 
10/4/11 4002 1500 Computer Equipment 11 
1020 Office Depot 1,105.68 
10/9/11 4003 7400 Postage Expense rif 
1020 US. Post Office 41.00 
10/9/11 4004 6100 Dues and 
Subscnptions 
1020 River News 45.00 
10/9/11 4005 6400 Utilities Expense 30 64 
1020 WPS Gas 39.64 
10/10/11 4006 6420 Water and Power 98 59 
Expense 
1020 Water and Power Co 98.59 
10/10/11 4007 6500 Telephone Expense 35.00 
1020 Lake Telephone 35.00 
10/10/11 4008 6550 Long Distance Co 46.20 
1020 Long Distance Co 46.20 
10/14/11 ATM 3930 Mike Parry, Draw 400.00 
1020 ATM 400.00 
10/15/11 4009 6180 Automobile Expense 201.00 
1020 Auto Zone 201.00 
10/16/11 4010 6180 Automobile Expense 110.00 
1020 Matt Wilson 110.00 
10/29/11 4011 6150 Auto Registration 210.00 
1620 Dept. of Motor 210.00 
Vehicles 
10/29/11 4012 1450 Supplies 215.98 
1020 Office Supplies, Etc 215.98 
10/30/11 4013 6560 intemet Service 29.99 
Provider 
1020 Intemet Service 29.99 
Provider 
Total 8,778.08 8,778.08 
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3. Close the Cash Disbursements Journal; close the Select a Report or 
Form window. 


EDITING JOURNAL ENTRIES 


Compare your journal entries to the ones shown on pages 345-346. 
Some of the Line Descriptions may differ. This is okay. if Mu dates, 
check numbers, or account numbers are different, you should edit the 
journal entry. Follow these steps to edit the Cash Receipts Journal: 


1. From the menu bar, click Tasks, Receipts. The Receipts window 
displays. 


ZanChiek Bre| The Receipt List window appears showing the three 
deposits. 


Fe Edt GoTo Window Help 
Close “New “& Open Print ieSettngs Refresh is’ Send To~ & 


Date Range: [This Period _ : =| 10/01/2011 to 10/31/2011 Raceipt List 


Tasks 
View all customers 


View all sales invoices 
View all deposits 
View all quotes 

View all sales orders 


3. If you need to edit a deposit, double-click on it to drill down to the 
original entry on the Receipts window. 


4. Make any necessary corrections, then click 


5. Close all windows. (Hint: From the menu bar, select Window, Close 
All.) 


Write 


6. Editing the Cash Disbursements Journal is similar. Go to L= checks At: 


select View and Edit Checks. The Write Checks List appears. Drill 
down to the check or ATM that needs to be edited. 
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7. If necessary, close all windows. 


DISPLAYING THE GENERAL LEDGER TRIAL BALANCE 
Follow these steps to display the General Ledger Trial Balance: 


1. From the menu bar, click Reports & Forms: General Ledger, General 
Ledger Trial Balance. 


2. Click LBS? | Compare your General Lecyer Trial Balance with the 
one shown below. 


Vv .e Parry Designer 
Genero! Ledger Trial Balance 
s of Oct 31, 2011 
Filter Critena includes: Report order is by ID. Report is printed in Detar | it 


Account! Account Description Debit Amt redit Amt 
1010 Money Market Account 14,7000 

1020 Checking Account 18,6439 

1040 IRA Savings Account 27,730 

1045 W! State Retirement 35,612 

1300 Prepaid insurance 2,100.00 

1400 Prepaid Rent 600.00 

1450 Supplies 1,987.81 

1500 Computer Equipment 7,905.68 

1510 Furniture 5000.0 

1520 Automobile 19,000.00 

2000 VISA Payable 5 250.65 
2400 Publisher Advances 11,000.00 
3920 Mike Parry, Capital 111,814.28 
3930 Mike Parry, Draw 660.00 

4000 Teaching income 2,716.19 
4050 Royaity Income 3,965.05 
6100 Dues and Subscriptions 45 00 

6150 Auto Registration 210.06 

6180 Automobile Expense 311.00 

6400 Utilities Expense 39.64 

6420 Water and Power Expense 98.59 

6500 Telephone Expense 35.00 

6550 Long Distance Co. 46 20 

6560 Intermet Service Provider 29.99 

6850 Bank Service Charge 10.00 

7400 Postage Expense 41.00 


Total: 134,746.17 134,746.17 
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| 


then make 
the selections to print. 


Observe that the Checking Account (Account No. 1020) balance on 
the General Ledger Trial Balance and the GL (System) Balance on 
the Account Reconciliation window on page 342 are the same: 
18,643.91. 


PRINTING FINANCIAL STATEMENTS 


The Computer Accounting Cycle shows that adjusting entries are needed 
at this point. (See the Computer Accounting Cycle on page 48.) There is 
no need to complete adjusting entries at the end of October since 
quarterly adjusting entries are done on December 31, 2011. Instead, print 
Mr. Parry’s financial statements. 


Print the following financial statements: 


is 


<Standard> Balance Sheet. (Hint: Reports & Forms; Financial 
Statements. Or, from the Company Navigation Center's Recer 
Used Financial Statements, link to Std Balance Sheet, View, or 

Print.) The October 31, 2011 balance sheet is shown on the next 


page. 
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Mike Parry Designer 
Balance Sheet 
October 31, 2011 


ASSETS 


Current Assets 

Money Market Account $ 14,700.00 
Checking Account 18,643.91 
IRA Savings Account 27,730.35 
WI State Retirement 35,612.00 
Prepaid Insurance 2,100.00 
Prepaid Rent 600.00 
Supplies 1,987 81 


Total Current Assets 101,374.07 
Property and Equipment 

Computer Equipment 7,905.68 

Fumuture 5.000.900 

Automobile 19,000.00 

Total Property and Equipment 31,905.68 
Other Assets 

Total Other Assets 0.00 


Total Assets 5 133,279.75 


LIABILITIES AND CAPITA! 
Current Liabilities 
VISA Payable $ 5,250.6 
Publisher Advances 11,000 0 
Total Current Liabilities 16,250.65 
Long-Term Liabilities 
Total Long-Term Liabilities 0.00 
Total Liabilities 16,250.65 
Capital 
Mike Parry, Capital 


Mike Parry, Draw 
Net Income 


Total Capital 117,029.10 


Total Liabilities & Capital $ 133,279.75 


Unaudited - For Management Purposes Only 
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2. Display or print the <Standard> Income Stmnt. 


Comment 


| To print an Income Statement without zero balances, uncheck the Show Zero Amounts 
| box on the <Standard> Income Statement Options window. 


Mike Parry Designer 
H Inc 


ome Statement 
For the Ten Months Ending October 31. 2011 


Current Month 


Revenues 

Teaching Income $ 2,716.19 46.65 
Royalty Income 3,965.05 59.35 
Total Revenues 6681.24 106.00 
Cost of Sales 

Total Cost of Sales 0.00 0.00 
Gross Profit 6,681 24 100.60 
Expenses 

Dues and Subscriptions 45.00 0.67 
Auto Registration 210.00 3.14 
Automobile Expense 311.00 4.65 
Uniities Expense 39.64 0.59 
Water and Power Expense 98.59 1.48 
Telephone Expense 35.00 0.52 
Long Distance Co. 46.20 0.69 
Internet Service Provider 29.99 6.45 
Bank Service Charge 10.00 0.15 
Postage Expense 41.00 9.61 
Total Expenses $66.42 12.97 
Net Income $ §,814.82 $7.03 

For Management Purposes Only 


Observe that both the balance sheet and income statement include a line 
at the bottom of the report that says “For Management Purposes Only.” 


In addition to dollar amounts, observe that the income statement also 
includes percentage of revenue columns for both the current month and 
the year to date. The percentages shown for each expense, total 
expenses, and net income indicate the relationship of each item to total 
revenues. 
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Additional financial statements are printed at the end of the quarter. 


BACKING UP CHAPTER 10 DATA 


Follow these steps to back up Chapter 10 data to this point in your work. 
This backup saves the following data: new company set up (pages 282- 
288), chart of accounts (pages 290-297), beginning balances (pages 


305-309), the entries recorded in the Receipts and Write Checks 
windows (pages 331-340); Account Reconciliation (pages 340-343); the 


General Journal, Cash Receipts Journal, Casi) Disbursements Journal, 
the General Ledger Trial Balance, and Financ a’ Statements (pages 345- 
SOnP 
Each backup allows you to restore data to di//erent points in the data. 
Observe that each time you backup, the instructions show a different file 
name. This allows you to distinguish one backup file from another one. 
1. If necessary, close all windows. From the Company Navigation 
Center, link to Back up. (Or, from the menu bar, select File, then 
Back Up.) 
2. If necessary, uncheck the box next to Include company name in the 
backup file name. Click L_23kUe |. 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 10 October 
in the File name field. 


4. cick aa 


5. When the window prompts that _ company backup will require 


approximately 7.16MB, click . When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to this point in Chapter 10. 


EXPORT THE INCOME STATEMENT AND BALANCE SHEET TO 
EXCEL 


Follow the steps on the next page to export the October Balance Sheet 
and Income Statement to Excel. 
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1. Display the <Standard> Income Statement without zero amounts. 


2» tClick . On the Copy Report to Excel window, in the file option 
area, Create a new Microsoft Excel workbook should be selected. In 
the Report header option field, Show header in Exce! worksheet is 
selected. 


Copy Report to Excel 


“@ Create anew Microsoft Exe 
C Add anew worksheetto an existing Microsoft Excel workbook 
| 
Excel options , , Report header aption 
T~ Use freeze panes (headers andlabelsare visible) © == =“ Sendheaderto Page Setup in Excel 


fe Show header in Excel worksheet 


T Enable automatic colurnn filtering (Auto-fiter . 
j - 


3. Click [ «x | The income statement appears in Excel. Save. Use 


the file name Chapter 10_October Balance Sheet and Income 
Statement.xlsx. 


4. Maximize Peachtree. Go to Peachtree’s Select a Report or Form 
window. Select <Standard> Balance Sheet. On the Balance Sheet 


report window, click 


5. On the Copy Report to Excel window, select Add a new worksheet to 


Browse... 


an existing Microsoft Excel workbook. Click | to go to the 


File option “== 


s Create a new Microsoft Excel workbook 
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6. 


Click [ox | The Excel file opens. Observe that two sheets are 


shown at the bottom: Income Stmnt, Balance Sheet 
iq «> m1 Income Stmnt___ Balance Sheet __*. 


7. Save the Excel file. Exit Excel. Close all Peachiree windows. 
INTERNETACTIVITY 
1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 

2. | Link to Student Edition. | 
3. | In the Choose a Chapter field, select Chapter . Observe that the Quizzes 1 
and More Resources list includes additiona! ac: viiies. In the Course-wide 
Content list, link Internet Activities; then link to Part 2 Internet Activities for 

Chapter 9-11. Select Meneame! or [Seve it} 


If necessary, scroll down to UNDERSTAND!*\G ACCOUNTING TERMS — 
Chapter 10.Readsteps1,2,and3. —__ 
Follow the steps shown on the textbook’s website to complete this Internet 
activity. se ae 

Use a word processing program to write a summary for each website 
visited. Your summaries should be no more than 75 words. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


ie 


2 
3. 


Going to the net, pages 355 


Short-answer questions, pages 355-357. 


Exercises 10-1 and 10-2, pages 358-362. 


. Assessment rubric, page 362. 


Analysis question, page 362 


Chapter 10 Index, page 363. 
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GOING TO THE NET 


Access the Peachtree Quantum website 


http://www.peachtree.com/quantum/ptQuantum/features.cim. Answer 
the following. 


1. List seven Peachtree Quantum strengths. 


2. Explain the Peachtree Quantum features that are incusiry specific. 
(Select the My Industry tab. The URL is 
http://www.peachtree.com/quantum/industry/default.cim.) 


Short-Answer Questions: In the space provided, write an answer to the 
question. 
1. In Chapter 10, what source documents are used to complete Mr. 


Parry’s accounting? Include the month in your answer. 


2. The file restored to begin Chapter 10 is: 
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3. To make sure you are starting in the appropriate place in the data, 
display this financial statement: 


4. The Receipts window is also known as this journal: 


5. The Write Checks window is also known as this journal: 


6. When the Receipts window is used, what account is automatically 
debited? (Identify the account number and name.) 
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7. When the Write Checks window is used, what account is 
automatically credited? (Identify the account number and name.) 


8. Explain Peachtree’s account reconciliation feature. Define bank 
reconciliation. 


9. What does the term transaction register refer to? 


10. The transaction register shows payments and deposits. What are 
two examples of payments, and what Peachtree window is used? 
What Peachtree window is used to record deposits? 
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Exercise 10-1: Follow the instructions below to complete Exercise 10-1. 
Exercises 9-1 and 9-2 must be completed before starting Exercise 10-1. 


‘Ne 


Start PCA. Open the company that you set up in Exercise 9-1, Art by 


Your Name. The suggested company name in Exercise 9-1, page 
320, was Art by your first and last name. (///nt |f a different company 
opens, select File; Open Previous Company. Select No to opening 


two companies.) 


Follow these steps to restore Exercise 9 nis backup was made 


on page 326. 


a. From the Navigation Bar, SAL ators v4 link to 


Restore. (If necessary, put extern< into the appropriate 


pad) 


drive.) 
b. The Select Backup File window appears. (!f necessary, click 
Browse | In the Look in field, select the appropriate location of 
the Exercise 9-2.ptb back file.) ake sure the Location field on 
the Select Backup File window shows Exercise 9-2.ptb. Click 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the Company 
Name and Location fields are correct. Click 

d. The Restore Options window appears. Make sure that the box 

next to Company Data is checked. Click Let? 

e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click L/""__J When the 
Restore Company scale is 100% complete, your data is restored. 


''You can restore from your back up file even if no Peachtree company exists. From 


the menu bar, click File; Close Company. Peachtree’s startup window appears with four 
menu bar <otone_ Soap tee | Cries oeires: Help . Select File; Restore. Browse to 
the location of the Exercise 9-2.ptb backup file. On the Restore Wizard’s Select 


Company window, select A New Company. The A New Company selection allows you 
to restore backup data and set up the company (refer to Troubleshooting, pp. 298-299). 
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f. If necessary, remove the external media. 


3. To make sure you are starting in the correct place, display the 


Balance Sheet. Compare it to the one completed in Exercise 9-2, 
page 325, step 2. 


4. Use the transaction register below to record and post checks, ATMs, 
and deposits. (Hint: From the Banking Navigation Cenier, use Write 
Checks for checks and ATMs. From the menu bar, use Tasks; 
Receipts for deposits.) 


Transaction Register 
osit | Balance 


10/2/11 100.00 | a 15,700.00 
1001 10/3/11 1,050.00 es | 14,650.00 
1006 10/15/11 Bom _| 16,303.05 
10/20/11 100.00 es 

Prospect Office Supplies ® 

ATM 


13,500.00 


16,273.10 
16,173.10 


5. Backup. The suggested file name is Exercise 10-1.ptb. 


= 
je) 
jo) 
wo 


"’Debit Account No. 6400, Utilities Expense. 
'SDebit Account No. 6800, Conference Fees. 
"4 Debit Account No. 6560, Internet Service Provider. 


"SDebit Account No. 1450, Supplies. 
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6. Exit Peachtree or continue with Exercise 10-2. 


Exercise 10-2: Follow the instructions below to complete Exercise 10-2. 
Exercises 9-1, 9-2, and 10-1 must be complete !efore starting Exercise 
10-2. 

1. If necessary, start PCA. Open the compaiiy ‘=| you set up in 
Exercise 9-1, Art by Your Name. 

2. If necessary, restore the Exercise 10-1.ptb >eckup file. 

3. Use the Bank Statement below to comp!='e Account Reconciliation. 
Record the bank service charge on the Account Reconciliation 
window. 

Statement of Account Art by Your Name 

Fidelity Bank Your Address 

October 1 to October 31, 2011 Account No. 591823-1! Your City, State, Zip 


REGULAR CHECKING 


9/30/11 3,500.00 


Previous Balance 
2 Deposits(+) 


6 Checks (-) 76.75 


3 Other Deductions (-) 
Service Charges (-) 10/31/11 12.00 


Ending Balance 10/31/11 16,016.25 


DEPOSITS 


10/6/11 2,300.00 


10/8/11 2,105.00 


oO 
oO 


CHECKS (Asterisk * indicates break in check number sequence) 


10/10/11 1001 1,050.00 
10/10/11 1002 45.80 
10/24/11 1003 115.00 


10/24/11 1004 41.00 


10/27/11 1005 195.00 


10/30/11 1007* 29.95 
OTHER DEDUCTIONS (ATM's) 
10/2/11 100.00 | 10/30/11 200.00 


10/20/11 


= 
=) 
= 
—) 
ro) 
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4. Print an Account Reconciliation report. (Hint: Reports & Forms; 
Account Reconciliation.) 


5. Print the Account Register. 
6. Print the General Journal. 
7. Print the Cash Receipts Journal. 
8. Print the Cash Disbursements Journal. 
9. Print the General Ledger Trial Balance. 
10. Print the Balance Sheet and Income Statement. 


Check Your Figures: 


Account No 1020, Fidelity Bank $15,823.30 
Total Liabilities & Capital $47,511.10 
Net Income $3.914210 


11. Follow these steps to back up Exercise 10-2 


— 
a. From the Navigation Bar, select mel _ 
Back up. (Or, from the menu bar, “be. ale, fren Back up. 


b. If necessary, uncheck the box next to Include company name in 
the backup file name. Click 


c. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Exercise 10-2 in 
the File name field. 


d. Click eal 


e. When the window prompts that This company backup will require 
Co eet 


approximately 6.69MB, click on |. When the Back Up 
Company scale is 100% complete, you have successfully backed 
up to the current point in Chapter 10. 
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12. Export the Income Statement and Balance Sheet to Excel. Use the 
file name Exercise 10-2_October Balance Sieet and Income 


Statement.xlsx. 


13. Exit Peachtree. 


ASSESSMENT RUBRIC 

Complete the Assessment Rubric online at www mhhe.com/yacht2011; 
Student Edition, select Chapter 10, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 


the blank fields online. 


Journal 
Dr. and Cr. 


Navigation Bar | rask 

Task Date orMenu bar | Vindow 
ATM 10/2/11 

(Exercise 

10-1) 
| Deposit 10/8/11 ’ : 
(Exercise 

10-1) 


ANALYSIS QUESTION 


What is account reconciliation? 
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NESE AEE DOE 


CHAPTER 10 INDEX 


ACCOUNT TECONCIIANORMeetttttttrt sie: tocseciecccec.cecSeeeccccsee eee Meee en 340 
Anal¥SiS: UGS (10 (ieee ec ste reece ariiererinnscccnencennesnneenesanssasesiensinanane 362 
ASSESSMENE HUDIIC HHMI eee c ecu secrecececeeseeesieeeeeeesess. pice Ce 362 
ACCOUNT TSC OMCI Tepen MIN te Ite aca cacsccncreetceescccecessecsessccesssesseeenesoess 361 
Backing Up: Cima te mane titty acc crn cnr seceenceseeeeeeeceseeneecesennateeazen 352 
Balance See te sere ers c ren sacescamoscoestnaccssecccssceveceesae 331, 349 
Bank re COmcCill ato imine ne ecco eceenosecceeevedsseccessstcsnnessaneeeuns 343 
Gash) GiISDULSCIMG ItseUl Mt leettrteecy dee: ccc cc c-svscscnecicnsscecssecsessesessesencncenats 361 
Cash FeCeipts: jOU Miia liam etree cece cages civeetetessereeeeeese ee 361 
Displayingithie ACCOUmOGe ON reece ci ccc ccc cesecssenecscesenesssseseerenseoncees 343 
Displaying the general ledger trial balance....................... nh 348 
Editing journal eniiGs erent ntesticsscccccscsckecatinceeeeesceee eee 347 
EX@RCISC 1024.0 Mere tem er ibe. Sivedalenvececassseeeccennenennnes 358 
EXCRCISC 10220 eee ieee tee reer ccc ce chcccsuieccnushscceeccsesescecesenceedees 360 
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GONG |S atte Cie reste ce riya dcrcnaaeenssccecccusceeneeaneens 329 
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Inte nmet ACUIVIL ie cee ee NEU facade. seusescsstsacceececessceeee eee oy! 
PrintingpiinamCial Static mie iitemepee ne eek. cc nce. os cceswenevseonccccessesserennsde 349 
Printingethe; CashiGisQunceniemrenOunialsts.cs...ccecg.cevsccccceeseeeesseesseseseenee 346 
Printing ine: CaSnmec cl ptem eo Wri eeWMttt ts... ccccesecnsir-ccersvenceenpes sos Ae 345 
RRECOFGING GEDOSIISCMmee mereGPiIM SG: .cs..5.-ccvsccsccccctceasecererecsensuneneetes 66) 
SHO anSWEr QUCSTON s wmMMMMEMEM NS occ y.cccnceneveccsscvenccneesesees Pe 2) 
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_ Chapter Completing Quarterly 
Activities anc Closing 
the Fiscal Year _ 


LEARNING OBJECTIVES 


— 


Restore data from Chapter 10.' (This backup was made on page 
3524) 
2. Define Peachtree’s General Ledger System. 
3. Change accounting periods. 
4. Record and post deposits, checks, and ATM transactions for 
November and December. 
5. Complete account reconciliation. 
6. Display Peachtree’s data file statistics window. 
7. Print a General Ledger Trial Balance (unadjusted). 
8. Journalize and post end-of-quarter adjusting entries in the General 
Journal. 
9. Print the Adjusted Trial Balance and financial statements. 
10. Close the fiscal year. 
11. Print a Postclosing Trial Balance. 
12. Export the financial statements to Excel. 
13. Complete the Internet Activity online at www.mhhe.com/yachiz011. 
14. Make eight backups and save four Excel files. 


Chapters 9, 10 and 11 work together. In Chapter 11 you continue 
recording financial information for Mike Parry Designer. You compiete the 
computer accounting cycle for November and December. Mr. Parry's 
transaction registers and bank statements are used as source 
documents. At the end of December, which is also the end of the fourth 
quarter, you complete adjusting entries, print financial statements, and 
close the fiscal year. 


GENERAL LEDGER SYSTEM (GL) 
Peachtree’s General Ledger System is the complete collection of 


accounts (chart of accounts) of a company, transactions associated with 
these accounts, and account balances for a specified period of time. In 


‘All activities in Chapters 9 and 10 must be completed before starting Chapter 11. 


For the size of backup files, refer to the chart on pages 279--280. 
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Peachtree, the GL is the combination of all journa’ entries that have been 
recorded and posted. The account balances are ‘hen collected and 
shown on the company’s financial statements 


Similar to other modules, the General Ledger Sysiem is organized 
together within Peachtree’s interface. On the “eoorts & Forms menu, the 
General Ledger selection shows the GL system in one place: Chart of 
Accounts, General Journal, General Ledger, «ic. |he Navigation Bar's 
Banking selection shows the Account Register and Chart of Accounts 
(two icons associated with the GL system). The ournal associated with 
the General Ledger System is the genera! journa’. Observe that the 
Tasks menu includes General Journal entry in one section-- 


General Journal Entry... 


The steps of the computer accounting cycle that are completed in 
Chapter 11 are shown below. 


PCA's Computer Accounting Cycle 


1. Change accounting periods. 
Journalize entries. 
Post entries to the General Ledger. 
Account Reconciliation. 


ur adjusted). 


Journalize and post adjusting entries 


2 

3 

4 

5. Print the General Ledger Trial paigiica 
6 

7. Print the General Ledger Trial Balance (adjusted), 
8 


Print the financial statements: Balance Sheet, Income Statement, 
Statement of Cash Flow, Statement of Retained Earnings, and Statement 
of Changes in Financial Position. 


9. Close the fiscal year. 


10. Interpret accounting information. 
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GETTING STARTED 
Follow these steps to continue using Mike Parry's company data. 


1. Start Peachtree. Open an existing company, Mike Parry Designer (or 
your name Designer).° (Hint: If a different company opens, select 
File; Open a Previous Company. Select Mike Parry your name] 
Designer. If the screen prompts Do you want to keep Art by Your 


Name open?, click LI.) 
2. Torestore Mike Parry’s data from Chapter 10, do the following. The 
Chapter 10 October.ptb backup was made on page 357 
a. From the Company Navigation Center, link to Resiore. (Or, from 
the menu bar, click File, Restore. If necessary, put exiernal 


media into the appropriate drive.) 


b. The Select Backup File window appears. (If necessary, click 
Browse | 


__| In the Look in field, select the appropriate location of 
your Chapter 10 October.ptb file.) Make sure the Locatioi 
the Select Backup File window shows the Chapter 10 


October.ptb file. Click 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the Company 
Next>  ] 


| 


Name and Location fields are correct. Click 


cesta « 


d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click [_Finsh_ | When the 
Restore Company scale is 100% complete, your data is restored. 


*You can restore from your back up file even if no designer company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard’s Select Company window, select A New Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 
new company set up. For more information, refer to Troubleshooting on pages 302-303. 
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f. If necessary, remove the external media 


ld To make sure you are starting in the appropriate place in the data 
(Chapter 10 October.ptb backup) check the General Ledger Trial 


Balance. A partial General Ledger Tria! Saiance, showing asset 
account balances, is shown below. The complete General Ledger 
Trial Balance is shown in Chapter 10 01 pe ge 348. 


ii. ke Parry Designer 
General Ledger Trial Balance 
As of Oct 31, 2011 

Filter Criteria includes: Report order is by ID. Report is printed ir mat 


Account ID Account Description Debit / CreditA 
1010 Money Market Account 14,701 

1020 Checking Account 18,643 

1040 IRA Savings Account 27,72 

1045 WI State Retirement 35,6 

1300 Prepaid Insurance 

1400 Prepaid Rent 

1450 Supplies 

1500 Computer Equipment 7,905.68 

1510 Furniture 5,000.00 


Automobile 
3. Follow these steps to change accounting periods: 


a. From the menu bar, select Tasks, then System. 


b. From the System menu, select Change Accounting Period. 


Account Reconciliation... 


Void Checks... 
Write Letters d ( Change Accounting Period 
Action Items... Year-End Wizard 


Purge Wizard 


c. From the Open Accounting Periods list, select 11-Nov 01, 2011 
to Nov 30, 2011. Compare your Change Accounting Period 
window to the one on the next page. 
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Change Accounting Period 


z % 


To change your current accounting period, from the list select the periad you wani to operate in. 
Moving forward, you should do this atthe beginning of each new accounting period. Ifa “lock” icon 
appears next to periods listed in the box security has been turned on. This -estricts certain Peachtree 


Mes 


users frarn working with transactions that fall in periods priorto the currently open one 
Open Accounting Periods: 

cote -~ Current Accounting Periac 
[0i-Jan 01, 2011 to Jan 31,2011 | | ee etl 
(02-Feb 01. 2011 ta Feb 28, 2011 fii ~Nov 01. 2011 to Nov 35. 2I 
03 - Mar 01,2011 toMar 31,2011 

04-Apr O1,2011toApr 30,2011 Se ae a eee 

05 - May 01,2011 taMay 31, 2011 

06 - Jun 01,2011 to Jun 30,2011 ~~ Open Fiscal ‘Years: 

O7 - Jul 01, 2011 to Jul 31,2011 

B3- Aug O1, 2011 toAug 31, 2011 | January 1. 2011 to December 31, 2011 
09-Sep O1201itaoSep 30.2011 


10- Oct 01, 2011 ta Oct 31,2011 


M1 2011 to Nov January 1. 2012 to December 31, 2012 


12-Dec 012011 toDec 31,2011 


13- Jan O1,2012toJan 31,2012 

14-Feb 01.2012toFeb «29, 2012 p Open Payroll Tax Years 

15-Mar O1,2012taMar 31,2012 

16 - Apr 01,2012toApr 30, 2012 | January 1, 2011 to Decernber 37, 20) 
1?7-May 01.2012toMay 31, 2012 

18 - Jun 01, 2012 ta Jun 30, 2012 January 1, 2012 to December 31, 201 


19- Jul 01. 2012 to Jul 31, 2012 

20- Aug O1,2012toAug 31, 2012 gn ao ie) 
21-Sep O1,2012toSep 30, 2012 

Ze - Oct 01. 2012 ta Oct 31, 2012 

23-Nov O1,2012toNov 30 2012 

24-Dec O1.2012toDec 31,2012 


. If necessary, click when the 


Would you like to print your reports before continuing? window 
appears. If a window prompts Would you like to run an Internal 


Accounting Review, read the information on this window, then 
click ares | Observe that the toolbar shows 


“@ Period 11 - 11/01/11-11/30/11. 
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When accounting periods are changed, you prepare Peachtree to record 
November's entries. Peachtree’s task windows 2nd reports are updated 
to November 2011. 


TRANSACTION REGISTER AND BANK ST Av == T: NOVEMBER 
2011 

Use Mr. Parry’s transaction register to journalizs end post transactions 
for the month of November. (Hint: Use Write Coecks from the Banking 
Navigation Center for recording checks and 4 /\\'s; use Receipts from the 
Tasks menu for recording deposits. Rememer ‘© Save after each 
transaction. Saving posts the entry to the apercera e journal and the 


general ledger.) 


Comment 
Before journalizing entries, make sure that you are stariing wit correct data. To do that, display 
the General Ledger Trial Balance and compare it to the one snown on page 348 in Chapter 10. 
Since you changed accounting periods on pages 368 anv 369, your trial balance will be dated 
November 30, 2011. Verify that Account No. 1020, Chec Account, shows a balance of 
$18,643.91 which is the same as the starting balance on ihe ransaction register below. 
Transaction Register Mike Parry Designer 
Check Description of 
Number Transaction _ yment_ | Deposit | Balance 


Bank Service Charge 10.00 18,643.91 


Deposit (book royalty) 2,455.85 | 21,099.76 


ATM ____20000[ __|_ 20,890.76 
Deposit (Milwaukee CC) 
4014 Water and Power Co. a @ 90.50 | | 23,595.45 | 
4015 WPS Gas | a 53.90 
4016 Lake Bell fee nc 45.08 
4017 Long Distance Co. es z 81.50 


11/16 ATM | 200.00 eee ae 23,144.97 


4018 11/27 | VISA card payment | «5. 250.65 
4019 11/28 Internet Service Provider 29.99 
11/28 | ATM 200.00 


Follow the steps on the next page to complete the computer accounting 
cycle. 
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Journalize and post the checks and deposits using ihe transaction 
register. (Hint: Start entries with the November 3 ceposit. Remember 
to record each transaction--checks, deposits, ATl/ withdrawals--as a 
separate entry. Save to post after each transaction). 


Use Mr. Parry’s bank statement to complete the account 
reconciliation for Account No. 1020, Checking Account. 


Remember to record the bank service charge (Account No. 6850) on 
the Account Reconciliation window. 


Statement of Account Mike Parry Designer 
Downtown Bank 1273 River Road 
November 1 to November 30, 2011 Account No. 231852-80 Milwaukee, WI 53217 


REGULAR CHECKING 


Previous Balance 10/31/11 19,139.52 | 


2 Deposits(+) 


8 checks (-) aa 766.59 i) 

3 Other deduction (-) a4 - 

Service Charges (-) 10.00 | 

Ending Balance 22,934.97 ; ag 
DEPOSITS pe 

2,455.85 Bal thal 

2,716.19 alles 


CHECKS (Asterisk * indicates break in check number sequence) 


4005* 39.64 

4011 210.00 

4012 215.98 

4013 29.99 
4015 53.90 | 


11/28/11 4016 45.08 3} eee 
11/28/11 4017 81.50 i 


Continued 
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OTHER DEDUCTIONS ( 


Pee ee | oof 
ii ition mel 
i aA nt 281 00 


3. Follow these steps to display the Account Register. 


ATM's) 


a. From Banking Navigation Center's Recently Used Baking 
Reports area, select View Account Register. (Hint: You can also 
go to the menu bar selection Reports & -orms, Account 
Reconciliation, Account Register.) 


b. Compare your Account Register to the transaction register on 
pages 370. If necessary, drill down to make corrections. 


Mike Parry Designer 
Account Register 
For the Period From Nov 14, 2017 to Nov 30, 2011 


1020 - Checking Account 
Filter Critena includes: Report order is by Date 


DepositAm Withdrawal Amt 


Balance 


Date Trans No Trans Desc 


Beginning Balance 18,643.91 
41/3/11 11/03/11 Deposit Deposit 2,455.85 21,099.76 
11/5/11 ATM Withdrawal ATM 20,899.76 
41/6/11 11/06/11 Deposit Deposit 2,716.19 23,615.95 
11/11/11 4014 Withdrawal Water and Power Co 23,525.45 
41/11/11 4015 Withdrawal WPS Gas 23,471.55 
11/12/11 4016 Withdrawal Lake Bell 23,426.47 
11/14/11 4017 Withdrawal Long Distance Co 23,344.97 
11/16/11 ATM Withdrawal ATM 23,144.97 
41/27/11 4018 Withdrawal VISA card payment A 17,894 32 
11/28/11 4019 Withdrawal Internet Service Provider 17,864.33 
41/28/11 ATM Withdrawal ATM i 17,664.33 
11/30/11 11/30/11 Other Service Charge 17,654.33 


Total 5,172.04 


4. Close the Account Register report. 
5. Follow these steps to print an Account Reconciliation report: 


a. From the menu bar, click Reports & Forms; Account 
Reconciliation. 
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b. At the Select a Report window, highlight Account Reconciliation. 


c. Click . The Modify Report — Account Reconciliation 
window appears. Observe that the As of field shows Current 


Period. Click LU 


d. At the Print window, click te] 


Mike Parry Designer 
Account Reconciliation 
As of Nov 30, 2011 
1020 - Checking Account 
Bank Statement Date: November 30, 201 


Filter Critera inciudes: Report is printed in Detail Format 


Beginning GL Balance 18,643.91 
Add: Cash Receipts 5,172.04 
Less: Cash Disbursements (6,151 62) 
Add {Less} Other (16.00) 


Ending GL Balance 17,654.33 


Ending Bank Balance 22,934 97 


Add back deposits in transit 

Total deposits in transit 

{Less} outstanding checks 
Nov 27,20 4018 
Nov 28,20 4019 

Totai outstanding checks 

Add (Less) Other 

Tota! other 

Unreconciled difference 


Ending GL Balance 


6. Close the account reconciliation report. 


7. Print or display the Cash Receipts Journal. 
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Mike Pairy Designer 
Cash Receipts Journal 


For the Period From Noy 1, 2011 to Nov 30, 2011 
Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format. 


Date Account!ID Transaction Ref _—_ Line Description Debit Amnt Credit Amnt 
11/3/1 4050 Book royalty Book royalty 2,455.85 
1020 Deposit 2,455.85 


11/6/1 4000 Milwaukee CC Teaching income 2,716.1 
1020 Deposit 2,716 


8. Print or display your Cash Disbursements Journal and compare it to 
the one shown. 


Mike Parry Designer 
Cash Disbursements Journal 


For the Period From Nov 1, 20/1 to Nov 30, 2011 
Filter Criteria includes: Report order is by Date. Report is printed in Detail Format 


Date Check # AccountiD Line Description Debit Anrount Credit Amount 


11/5/11 ATM 3930 Mike Parry, Draw 
1020 ATM 


11/11/11 4014 6420 Water and Power 
Expense 
Water and Power Co 


11/11/11 Utilites Expense 
WPS Gas 


11/12/11 Telephone Expense 45.08 
Lake Bell 45.08 


11/14/11 Long Distance Co e, 
Long Distance Co 81.50 


11/16/11 Mike Parry, Draw 200.00 
ATM 200.00 


11/27/11 VISA Payable © 
VISA card payment 5,250.65 


11/28/11 internet Service 
Provider 
internet Service 
Provider 


11/28/11 Mike Parry, Draw 
ATM 200.00 


6,151.62 6,151.62 


9. Print or display the general journal to see the bank service charge. 
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Mike Parry Designer 
General Journal 
For the Period From Nov 1, 2011 to Nov 30, 2014 


Filter Criteria includes: Report order is by Date. Report is printed with Accounts having Zero Amounts and with shortened descriptions and in Detail Format. 


Date Account ID Reference Trans Description DebitAm Credit Amt 


11/30/11 1020 11/30/11 Service Charge 10.00 
6850 Service Charge 10.00 


Total i 40.00 


If your journals do not agree with the ones shown, edit the journals 
and post again. (Refer to page 347 Editing Journal Entries.) 


10. Print or display the General Ledger Trial Balance. 


Mike Parry Designer 
General Ledger Trial Balance 


As of Nov 30. 2071 
Fiter Critena includes: Rear order is by 1D. Report is printed in Detail Format. 


Account! Account Description Debit Amt Credit Amt 


4010 Money Market Account 14,700.00 
4020 Checking Account 17,654.33 
1040 IRA Savings Account 27,730.35 
1045 Wi State Retirement 35,612.00 
41360 Prepaid insurance 2,700.00 
41400 Prepaid Rent 600.00 
4450 Supplies 1,987.81 
1500 Computer Equipment 7,905.68 
1510 Fumiture 5,000.00 
1520 Automobile 19,000.00 
2400 Publisher Advances 11,060.00 
3920 Mike Parry, Capital 111,814.28 
3930 Mike Parry, Draw 4,200.00 
4000 Teaching income §, 432.38 
4050 Royalty Income 6,420.90 
6100 Dues and Subscriptions 45.00 
6150 Auto Registration 210.06 
6180 Automobile Expense 311.00 
6400 Utilittes Expense 93.54 
6420 Water and Power Expen 189.09 
6500 Telephone Expense 80.08 
6550 Long Distance Co. 127.70 
6560 internet Service Provider 59.98 
6850 Bank Service Charge 20.00 
7400 Postage Expense 41.00 


Total: 134,667.56 134,667.56 
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11. Print or display the Balance Sheet. 


Mike Parry Designer 
Balance Sheet 
November 30, 2011 


ASSETS 


Current Assets 

Money Market Account 14,700.00 
Checking Account 17,654.33 
IRA Savings Account 27,730.35 
WI State Retirement 35,612.00 
Prepaid Insurance 2,100.00 
Prepaid Rent 600.00 
Supplies 1,987 $1 


Total Current Assets 

Property and Equipment 

Computer Equipment 7,905.68 
Fumuture 5,000.00 
Automobile 19.000 00 
Total Property and Equipment 

Other Assets 

Total Other Assets 


Total Assets 


Current Liabilities 
Publisher Advances 


Total Current Liabilities 11,000.00 
Long-Term Liabilities 

Total Long-Term Liabilities 0.00 
Total Liabilities 11,000.00 
Capital 

Mike Parry, Capital 111,814.28 

Mike Parry, Draw (1,200.00) 

Net Income 10,675.89 


Total Capital 121,290.17 


Total Liabilities & Capital 132,290.17 


Unaudited - For Management Purposes Only 
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12. Print or display the Income Statement. 


Mike Parry Designer 
Income Statement 
For the Eleven Months Ending November 30. 2011 


Current Month 
Revenues 
Teaching Income 2,716.19 
Royalty Income 2A5S5.85 


Total Revenues 3.172.064 106.00 


Cost of Sales 
Total Cast of Saies 0.00 
Gross Profit §,172 106.66 


Expenses 

Dues and Subscriptions i 6.00 
Auto Registration } 0.00 
Automobile Expense 6.00 
Utilities Expense 33.9 1.04 
Water and Power Expense 

Telephone Expense 

Long Distance Co. 

Internet Service Provider 

Bank Service Charge 

Postage Expense 


Total Expenses 


Net Income $ 4,861.07 93.99 


For Management Purposes Only 


» Troubleshooting: Why are my Current Month and Year to Date 
balances different than the Income Statement shown? 


On the Income Statement shown above, the Year to Date column 
accumulates balances for October and November; the Current Month 
column reflects November only. 


In Chapter 9, on page 307, the instructions said "beginning balances 
must be set for the previous month, September 1-30, 2011." If you did 
not set your chart of accounts beginning balances correctly, the 
Current Month and Year to Date columns will differ from those shown 
above. To see when your beginning balances were set, display the 
General Ledger from Period 9 (9/1/2011) to Period 11 (11/30/2011). 


The partial general ledger shown on the next page shows beginning 
balances set correctly. 
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TT 


Mike Parry Designer 


eneral Ledger "= oe 1) 
For the Period From Sep 1 2011 to Nov 30, 2044 


Filter Critena includes: Report order is by ID. Report is printed with shortened descriptic 


‘ Account ID _ Date Referen Jrni Trans Faeerioden Debit Amt Credit Amt Balance _ 
‘ Account Description Vi ( i 


* 1010 
Money Market Account 


9/1/11 BEGBAL _GENJ 


Current Period Cha 700.00 8,700.00 
1 Balan 


10/2/11 4001 CDJ Money Market Account 6,000.00 


Current Period } 6,000.00 6,000.00 
11/1/11 Beginning Balar 14,700.00 
11/30/11 Ending Balance 14,700.00 
To display the General Ledger from Sep 1, 2011 to Nov 30, 2011 do 
this: 
a. From the Reports & Forms menu, selec’ General Ledger, click 


General Ledger. 


io; 
b. Click cn | 


c. In the From field, select Period 9, (9/1/11). The To field shows 
Period 11, (11/30/11). 


d. Click Ee 


The beginning balance period cannot be changed later. If you do not 
want to start again, ask your instructor for his or her advice. 


BACKING UP NOVEMBER DATA 
Follow these steps to back up Chapter 11 data: 


1. From the Company Navigation Center, link to Back up. (Or, from the 
menu bar, select File, then Back up.) 


2. If necessary, uncheck the box next to Include company name in the 
backup file name. Click LBP 

3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 11 
November in the File name field. 
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SOREN RTO 


4. Click [seve] 


5. When the window prompts that This company backup will require 
approximately 7.17MB, click . When the Back Up 
Company scale is 100% nee you have successfully backed up 
to the current point in Chapter 11. 

DATA FILE STATISTICS 


To display information about your company data files, follow these steps. 


1. From the menu bar, click Help; Customer Support and Service, File 
Statistics. 


ae 


| Maintain is nals ioe Reports & Forms. ” Services: Ww indoy a 


ss oo 


= a 


Peachtree Accounting Help ge 
Whats nen in lecconiucal | 


Setup Gicie 
User Manuals ae 
User Assistance 


k Purchases ! home | far Histo 
See eee ie - t 
& Peachtree Knowledge Center Customer Support a Serv 
Live Chat Assistance _ 
E-Mail Product Support _ ees 


j 
4 
_ Peachtree on the Wed i 
E-Mail Customer Service Pattee Regetration 
-_-pioduct Feed | Tax Service Registration 
| 


Fie Statistics. | License Agreement 
Tec nical Support Info nation... | About Peachtree Accounting 
Stertup Configuration ere erenmnrennn nm POEPN IO ES 


Pay Money Mar 
2. The Data File Statistics window lists the number of records and sizes 


in kilobytes for each data file for the company that is open. It also 
provides a grand total (scroll down). 


Peachtree displays the company’s shortened name (MIKPARDE) on 
the title bar.* This represents the name of the folder where the 


“lf you used your name, the company’s shortened name will differ. 
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opened company resides. Observe that the rectory field shows 
where the company resides on your hard drive. C:\Sage\Peachtree\ 
Company\mikparde [or, your shortened nam! 


In Chapter 9, pages 313-314, the mikparde Properties window also 
showed the shortened company name that Peachtree assigned. 
Compare your Data File Statistics for MiKPARDE window to the one 
shown below 


|Data File Statistics for MIKPARDE en a x 
Name of File "Size in Kb “ 
Addresses 0 
Alarms 0 Help 
Alerts 0 
Attachment Bundl 0 
Attachments 0 
Audit Trail 3 
Auto-fill Location 59 
Average Day To 0 
Bank Rec 1 
Budget Details 0 
Budgets 0 
Budgets Ar 0 
Cash Flow 0 
Cash Flow Account 0 
Cash Flow Trans 0 
Change Order De... 0 
Change Orders 0 
Chart 50 
Chart Ar 0 
Company é 
Contacts 0 64 
Custom Reports 0 13 
Customer 0 184 
Employee 0 184 
Enda: Revie. 0 54 Shortened 
Event Log 0 8 company 
Financial Reports 453 354 name 
General 8 104 
Groups 0 15 


Directory: 


3. Toclose the Data File Statistics window, click Lox | 


CHANGING ACCOUNTING PERIODS 
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Follow these steps to change accounting periods: 
1. From the menu bar, select Tasks, then System 
2. From the System menu, select Change Accounting Period. 


a. In the Open Accounting Periods list, select period 12 - Dec 01, 
2011 to Dec 31, 2011. 


v 
b. Click pe If necessary, at the Would you like to pl 


reports before continuing? window, click uuu. If the 
window prompts Would you like to run an Interna 1A sounting 
eS ee click Esra | Observe that your toolbar shows 


TRANSACTION REGISTER AND BANK STATEMENT: DECEVIBER 
2011 


vt your 


1. Use Mr. Parry’s transaction register to journalize and post 
transactions for the month of December. His transaction register is 
shown below. 


Comment 


Before you start journalizing entries, make sure that you are starting with 
correct data. To do that, display the General Ledger Trial Balance and 
compare it to the one shown on page 375. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


382 Chapter 11 


Transaction Register Mike Parry Uesigns’_ 


Check 


Number Description of Transaction 


Bank Service Charge 


ATM 


12/8 Deposit (Milwaukee CC) 


12/11 
qt 
Wie 
12/15 


4020 Water and Power Co. 
4021 
4022 Lake Bell 


4023 Gallery (business cards - 


debit, Supplies) 
4024 12/18 
12/18 


12/19 


Long Distance Co. 


Internet Service Provider 


4025 
ATM 


12/29 ATM 


2. Use Mr. Parry's bank statement to c 
(Remember to record the bank service 
Reconciliation window.) 


Statement of Account 
Downtown Bank 
December 1 to December 31, 2011 


Previous Balance 


Account No. 23185 


11/30/11 
Service Charges (-) 12/31/11 
Ending Balance 12/31/11 


Continued 


WPS Gas (utilities) | 


REGULAR CHECKIN 


10.00 
18,745.46 


Payment 
17,654.33 


17,254.33 


19,630.95 


account reconciliation. 
hi > on the Account 


Mike Parry Designer 
1213 River Road 
Milwaukee, WI 53217 


5 : , 
~ Start your journal transactions with the December 3 ATM transaction. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


eee 


~ 
2 


Completing Quarterly Activities and Closing the Fiscal Year 383 


Sire Serer SAE TER 


DEPOSITS 
CHECKS (Asterisk * indicates break in check numb« 
12/8/11 4018 
12/8/11 4019 


OTHER DEDUCTIONS (ATM's) 
OT 
ee 
a 


3. Display the Account Register (Reports & Forms; Account 
Reconciliation, Account Register; Display). Compare the Account 
Register below to the transaction register on page 382. 


Mike Parry Designer 
Account Register 
For the Period From Dec 1, 2011 to Dec 31, 2011 
1020 - Checking Account 


Pilter Criteria includes: Report arder is by Dare. 


Date Trans No Trans Desc Deposit Amt Withdrawal Amt Balance 


Beginning Balance 
12/3/11 ATM Withdrawal ATM 
12/8/11 12/08/11 Deposit Deposit 2,716.19 
42/41/11 4020 Withdrawal Water and Power Co. 
42/11/11 4021 Withdrawal WPS Gas 
42/12/11 4022 Withdrawal Lake Bell 
42/15/11 4023 Withdrawal Gallery 
42/18/11 4024 Withdrawal Long Distance Co 
12/18/11 4025 Withdrawal Internet Service Provide 29.99 1S 
42/19/11 ATM Withdrawal ATM 400.00 19,125.47 
12/29/11 ATM Withdrawal ATM 400.00 18,725.47 
12/31/11 12/31/14 Other Service Charge 10.00 18,715.47 


400.00 


Total 2,716.19 


4. Print or display the Account Reconciliation report. 
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Mike Parry Designer 


Account Reconciliation 
As of Dec 31, 2011 
1020 - Checking Account 
Bank Statement Date: December 31, 2011 


Filter Critena includes: Report is printed in Detail Format 
Beginning GL Balance { r 6 
Add: Cash Receipts 
Less: Cash Disbursements 
Add (Less) Other 
Ending GL Balance 
Ending Bank Balance 
Add back deposits in 
Tota! deposits in transit 


{Less) outstanding checks 
Dec 18,20 4025 


Total outstanding checks (29.99) 
Add (Less) Other pry iui 3: 

Tota! other 

Unreconciled difference 0.00 


Ending GL Balance 18.715 47 


5. Print or display the General Journal. 


Mike Parry Designer 
General Journal 
For the Period From Dec 1, 2011 to Dec 31, 2011 


Filter Critena includes: Report order is by Date. Report is printed with Accounts having Zero Amounts and with shortened descriptions and in Detail Format 


Date Account! Reference Trans Description Debit Amt Credit Amt 


12/31/14 1020 12/31/11 Service Charge 
6850 Service Charge 


Total 


6. Print or display the Cash Receipts Journal. 
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Mike Parry Designer 
Cash Receipts Journai 
For the Period From Dec 1, 2011 to Dec 31, 20%4 

Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format 


Date Account ID Transaction R_ Line Description Debit Amnt Credit Amnt 
12/8/11 4000 Milwaukee CC Teaching income 2,716.19 
1020 Deposit 2,716.19 


2,716.19 2,716.19 


7. Print or display the Cash Disbursements Journal. Compare your 
cash disbursements journal to the one shown below. 


Mike Parry Designer 
Cash Disbursements Journal 


For the Period From Dec 1, 2011 to Dec 34, 2014 
Filter Cetera includes: Report order is by Date. Report is printed in Detail Format 


Date Check # AccountiD Line Description Debit Amount 


12/3/11 ATM 3930 Mike Parry, Draw 460.00 
1020 ATM 


124141 4020 6420 Water and Power Expense 
1020 Water and Power Co. 


12/44/44 6400 Uttities Expense 
1020 WPS Gas 


42/12/11 6500 Telephone Expense 
1620 Lake Beil 


42/18/11 1450 Supplies 
4020 Gallery 


12/18/11 6550 Long Distance Co. 
1620 Long Distance Ca. 


12/4611 5560 intemet Service Provider 
1620 internet Service Provider 


T2749/11 3930 Mike Parry, Draw 
1620 ATM 


12/29/11 3930 Mike Parry, Draw 
1020 ATM 400.00 


4,645.05 4,645.05 


If your journals do not agree with the ones shown, edit and post 
again. 
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8. Display or print a General Ledger Trial Balance (unadjusted). 
Compare your trial balance to the one show!) De!ow. 


Mike Parry Designer 
General Ledger Trial Balance 
As of De« 31, 2011 
Fitter Critena includes: Report order is by ID. Report is printed in Detail Format 


Account Account Description Debit Amt Credit 
1010 Money Market Account 14,700.00 
1020 Checking Account 18,715.47 
1040 IRA Savings Account 27,730.35 
1045 WI State Retirement 35,612.00 
1300 Prepaid Insurance 2,100.00 
1400 Prepaid Rent 600.00 
1450 Supplies 2,103.06 
1500 Computer Equipment 7,905.68 
1510 Furniture 5 000.00 
1520 Automobile 19,000.00 
2400 Publisher Advances 

3920 Mike Parry, Capital 

3930 Mike Parry, Draw 2,400.00 
4000 Teaching Income 

4050 Royalty income 

6100 Dues and Subscriptions 45.00 
6150 Auto Registration 210.00 
6180 Automobile Expense 311.00 
6400 Utilities Expense 196.46 
6420 Water and Power Expense 264.54 
6500 Telephone Expense 126.03 
6550 Long Distance Co 203.19 
6560 Internet Service Provider 89.97 
6850 Bank Service Charge 30.00 
7400 Postage Expense 41.00 


Total: 137,383.75 


BACKING UP THE UNADJUSTED TRIAL BALANCE 
Follow these steps to back up Chapter 11 data: 


1. From the Company Navigation Cenier, link to Back up. (Or, from the 
menu bar, select File, then Back up.) 


2. If necessary, uncheck the box next to Include company name in the 


backup file name. Click [_ Backup | 
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3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 11 
December UTB in the File name field. (UTB is an abbreviation of 
unadjusted trail balance.) 


4. cick ee 


5. When the window prompts that IS company backup will require 


approximately 7.18MB, ClICK budstiiismmaad. When the Back k Up 
Company scale is 100% complete, you have successiully backed up 
to the current point in Chapter 11. 


6. Click File, Exit to exit Peachtree. Or, continue with the next section. 


You print the financial statements after you journalize and post the end- 
of-quarter adjusting entries. 


END-OF-QUARTER ADJUSTING ENTRIES 


It is the policy of your accounting firm to record adjusting entries at the 
end of the quarter. Mr. Parry's accounting records are complete th through 
December 31, 2011. The adjusting entries are recorded in the General 
Journal. 


Use these steps for entering the eight adjusting entries shown on pages 
388-390. 


1. From the Company Navigation Center, link to General Journal Entry. 
(Or, from the menu bar, click Tasks, then General Journal Entry. 


2. Type 31 in the Date field. Press <Enter> three times. 


3. In the GL Account field, select the appropriate account to debit. Type 
the account name in the Description field. Press the <Enter> key 
once to go to the Debit field. Type the debit amount, then press the 
<Enter> key three times. 


4. In the GL Account field, select the appropriate account to credit. 
Type the account name in the Description field. Press the <Enter> 
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key two times to go to the Credit field. Type the credit amount. Press 
the <Enter> key. 


5. Click to post each adjusting entry 
Journalize and post the following December 31, 2011 adjusting entries: 
1. Office supplies on hand are $1,700.00. (‘t's the policy of Mr. Parry’s 
company to do an adjustment for supplies at the end of the quarter.) 


Office Supplies Expense 


Supplies 403.06 
Computation: Supplies $2,103.06 
Office supplies on hand - 1,700.00 
Adjustment 5 403.06 
Hint: To post your transaction to the genera! ledger, click | 


each general journal entry. 


2. Adjust three months of prepaid insurance ($2,100 X 3/12 = $525). 
Mr. Parry paid a one year insurance premium on 10/1/11. 


| s25.00| 
a es) 


Account Name 


00.00} 
| | 800.00 


Rent or Lease Expense 
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4. Use straight-line depreciation for Mr. Parry’s computer equipment. 
His computer equipment has a three-year service life and a $1,000 
salvage value. To depreciate computer equipment for the fourth 
quarter, use this calculation: 


$7,905.68 — $1,000 + 3 years x 3/12 = $575.47 


Computer Equipment, 10/1/11 
Hardware Upgrade, 10/4/11 
Total computer equipment, 12/31/11 


7050 Deprec. Exp.- Comp Eat 
1900 Accum. Depreciation - Comp Eqt 


5. Use straight-line depreciation to depreciate Mr. Parry’s furniture. His 
depreciate furniture for the fourth quarter, use this calculation: 


$5,000 — $500 + 5 x 3/12 = $225.00 


7060 Deprec. Exp.- Furniture 
1910 Accum. Depreciation - Furniture 


6. Mr. Parry purchased his automobile on October 1, 2011. Use the 
following adjusting entry. The computation is: 


$19,000 x 20% x 3/12 = $950.00 
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7. Mr. Parry received a $11,000 advance from his publisher. This was 
recorded as unearned revenue on October 2, 2011. Unearned 
revenue is a liability account used to repor! «cv vance collections from 
customers or clients. The amount of this adjusting entry is based on 
Mr. Parry’s royalty statement. 


8. After journalizing and posting the end-o!-quarier adjusting entries, 
print the General Journal for December 31, 2011. Follow these 
steps to print your December 31, 2011 Genera! Journal: 

a. From the menu bar, click Reports & Forms; General Ledger. 


Highlight General Journal. 


b. Click L2 | The General Journa! report appears. 


c. To see the account ID for each acc debited and credited, 


click eee The General Journa! Co umns window appears. 


Select GL Account Description. 
[GeneralJournal 


Columns 


atis 6 column break? 


Show. None 


Transaction Date 


General Ledger Account ID 


Transaction Reference a 
Order Columns 


Transaction Description 


anseaction Amo 


“GL Account Description 


fe 
oe 
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d. Click | Adjust the report so it appears on one page. 


Observe that an Account Description column is added. If you 
used a description on the general journal entry window, you may 
want to show the account ID on the general journal report. The 
December 31 adjustments and bank charges, which post on 


12/31/11, are shown below. 


Mike Parry Designer 
General Journal 


For the Period From Dec 1, 2011 to Dec 31, 201 
Fitter Criteria includes: Report order is by Date. Report is pnnied with Accounts having Zero Amounts arc with shortens 


Date Account! Referenc Trans Description DebitA CreditAm Account D« 


12/31/41 6450 Office Supplies Expense 493.06 
1450 Supplies 403.06 
6950 insurance Expense 625.00 
13600 Prepaid insurance 525.00 
$300 Rent or Lease Expense 600.00 
1400 Prepaid Rent 600.00 
7Os0 Deprec. Exp. - Computer Eq 575.47 
1900 Acum. Depreciation - Comp B75 47 A 
7060 Deprec. Exp. - Furniture 225.00 
4910 Accum. Depreciation - Fumi 225.00 
7070 Deprec, Exp. - Automobile $60.50 
4920 Accum. Depreciation - Auto $50.00 e 
2400 Publisher Advances 3,500.00 v 
4950 Royalty Income 3,500.00 
(2ST = 1020 42734144 Service Charge 70.08 C Ao 
6850 Service Charge 70.00 ce 
Total 6,788.53 6,788.53 


If any of your general journal entries are incorrect, click _ 
drill down to the General Journal Entry window. Make the 
appropriate corrections, and then post your revised general journal 
entry. Display or print the general journal report. 


9. Print the General Ledger Trial Balance (adjusted). Compare your 
adjusted trial balance to the one shown below. 
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Mike Parry Designer 
General Ledger Triai Balance 


As of Dec 31, 2011 
Filter Critena includes: Report order is by ID. Report is printed in Detail Format 


Account! Account Description Debit Amt Credit Amt 
1010 Money Market Account 14,700.00 
1020 Checking Account 18,715.47 
1040 IRA Savings Account 27,730.35 
1045 WI! State Retirement 35,612.00 
1300 Prepaid Insurance 1,575.00 
1450 Supplies 1,700.00 
1500 Computer Equipment 7,905.68 
1510 Furniture 5,000.00 
1520 Automobile 19,000.00 
1900 Accum. Depreciation - Comp 5.47 
1910 Accum. Depreciation - Furnit 225.00 
1920 Accum. Depreciation - Auto 50.00 
2400 Publisher Advances 7 500.00 
3920 Mike Parry, Capital 111,814.28 
3930 Mike Parry, Draw 2,400.00 
4000 Teaching Income 8,148.57 
4050 Royalty Income 9,920.90 
6100 Dues and Subscriptions 45.00 
6150 Auto Registration 210.00 
6180 Automobile Expense 311.00 
6300 Rent or Lease Expense 600.00 
6400 Utilities Expense 196.46 
6420 Water and Power Expense 264.54 
6450 Office Supplies Expense 403.06 
6500 Telephone Expense 126.03 
6550 Long Distance Co. 203.19 
6560 Intemet Service Provider 89.97 
6850 Bank Service Charge 30.00 
6950 Insurance Expense 525.00 
7050 Deprec. Exp. - Comp Eat 575.47 
7060 Deprec. Exp. - Fumiture 225.00 
7070 Deprec. Exp. - Automobile 950.00 
7400 Postage Expense 41.00 
Total: 139,134.22 139,134.22 


10. Print the Balance Sheet. 
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Current Assets 

Money Market Account 
Checking Account 

IRA Savings Account 

WI State Retirement 

Prepaid Insurance 

Supplies 

Totai Current Assets 

Property and Equipment 
Computer Equipment 

Fumuiture 

Automobile 

Accum. Depreciation - Comp Eqt 
Accum. Depreciation - Fumitur 
Accum. Depreciation - Automob: 
Total Property and Equipment 
Other Assets 

Total Other Assets 


Total Assets 


Current Liabilities 
Publisher Advances 


Total Current Liabilities 
Long-Term Liabilities 

Total Long-Term Liabilities 
Total Liabilities 

Capital 

Mike Parry, Capital 

Mike Parry. Draw 

Net Income 


Total Capital 


Total Liabilities & Capital 


11. Print the Income Statement. 


Mike Parry Designer 
Balance Sheet 
December 31, 2011 


ASSETS 


14,700.00 
18,715.47 
27,730.35 
35,612.00 
1,575.00 
1,700.00 


7,905.68 
$.000.00 
19.000 00 
(575.47) 
(225.00) 
(956.00) 


LIABILITIES AND CAPITAL 


7,500.00 


7,500.00 


0.00 


3 
ral 


; 


500.00 


111,814.28 
(2,400.00) 
13,273.75 


122.688.03 


$ 136,188.03 


Unaudited - For Management Purposes Only 


393 
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Mike Parry Designer 
Income Statement 
For the Twelve Months Ending December 31 


Current Month Year to Date 


Revenues 

Teaching Income $ 2,716.19 43 : 8,148.57 45.10 
Royalty Income 3,500.00 6 0920.90 54.90 
Total Revenues 6216.19 1 ) 18.069 47 100.00 
Cost of Sales 

Total Cost of Sales 0.00 A.- 0.00 0.00 
Gross Profit 6,216.19 100.0 18,069.47 100.00 
Expenses 

Dues and Subscriptions 0.00 45.00 0.25 
Auto Registration 0.00 210.00 1.16 
Automobile Expense 0.00 311.00 1.72 
Rent or Lease Expense 600.00 600.00 3.32 
Utilities Expense 102.92 196.46 1.09 
Water and Power Expense 75.48 264.54 1.46 
Office Supplies Expense 403.06 403.06 2.23 
Telephone Expense 45.95 : 126.03 0.70 
Long Distance Co. 75.49 203.19 1.12 
Internet Service Provider 29.99 89.97 0.50 
Bank Service Charge 10.0 30.00 0.17 
Insurance Expense 525.0( 525.00 2.91 
Deprec. Exp. - Comp Eqt 575.4 575.47 3.18 
Deprec. Exp. - Furniture 225.0 225.00 1.25 
Deprec. Exp. - Automobile 950.0 950.00 5.26 
Postage Expense 0.0 41.00 0.23 
Total Expenses 3,618.3 4,795.72 26.54 


Net Income 13,273.75 


Comment 


If your income statement or the other financiai siaternents shown on pages 395-397 
do not agree with the textbook illustrations, ecii ‘he journals, post, then reprint reports. 
If the Year to Date column does not agree with) what is shown on the Income 
Statement (above), Statement of Cash Flow (page 396) and the Statement of 
Changes in Financial Position (page 397), refer to Entering Chart of Accounts 
Beginning Balances in Chapter 9 on pages 305-309. Correct year-to-date balances 
depend on setting the beginning balances correctly for 9/1/11 through 9/30/11 (see 
the Select Period window on page 307, below step 3). 


12. Follow these steps to print the Statement of Retained Earnings. 


a. Inthe Financial Statement list, click <Standard> Retained 
Earnings to highlight it. 
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c. Uncheck Show Zero Amounts. Make the selections to print. 


395 


Compare your Statement of Retained Earnings to the one shown 


below. 


Mike Parry Designer 
Statement of Retained Earnings 


For the Twelve Months Ending December 31, 2011 


Beginning Retained Earnings 0.00 
Adjustments To Date 0.00 


Net Income 13,273.75 


Subtotal 13,273.75 


Mike Parry. Draw (2,400.00) 


Ending Retained Earnings $ 
For Management Purposes Only 


The Statement of Retained Earnings shows the net income at the 
end of the Quarter, $13,273.75, minus Mr. Parry’s drawing, $2,400. 


When you close the fiscal year, the Ending Retained Earnings 


amount, $10,873.75, will be shown on the postclosing trial balance, 


page 405. 


13. Print the Statement of Cash Flow. Compare it to the one shown on 


the next page. 
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Cash Flows from operating activities 
Net Income 

Adjustments to reconcile net 
income to net cash provided 

by operating activities 

Accum. Depreciation - Comp Eqt 
Accum. Depreciation - Fumutur 
Accum. Depreciation - Automobi 
Prepaid Insurance 

Prepaid Rent 

Supplies 

Publisher Advances 


Total Adjustments 


Net Cash provided by Operations 


Cash Flows from investing activities 
Used For 

Computer Equipment 

Fumuiture 

Automobile 


Net cash used in investing 

Cash Flows from financing activities 
Proceeds From 

Mike Parry, Capital 

Used For 

Mike Parry, Draw 

Net cash used in financing 


Net merease <decrease> in cash 


Summary 
Cash Balance at End of Period 
Cash Balance at Beg of Period 


Net Increase <Decrease> in Cash 


Mike Parry Designe: 


Statement of Cash Flo 
For the twelve Months Ended December 31, 2011 


Current Month Year to Date 


2.597 13,273.75 


$75.47 
225.00 
950.00 
(1,575.00) 
0.00 
(1,700.00) 
7,500.00 


5,975.47 


19,249.22 


(7,905.68) 
(5,000.00) 
(19,000.00) 


(31,905.68) 


111,814.28 
(2,400.00) 
109.414.28 


61.14 §$ 96,757.82 


6 § 96,757.82 
neat 0.00 


1,061.14 § 96,757.82 


Unaudited - For Intemal Use Only 


14. Print the Statement of Changes in Financial Position (<Standard> 
Stmnt Changes). This is a Peachtree report that describes changes 


in a company’s financial position that may not be obvious from the 
balance sheet, income statement, or other financial statements. 
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Peachtree’s financial statements are meant for management 
purposes. Financial statements can also be customized to reflect the 
specific needs of the company. 


Mike Parry Designer 
Statement of Changes in Financial Position 
For the twelve months ended December 31, 2! 


Current Month 
Sources of Working Capital 
Net Income > 2,597.86 
Add back items not requiring 
working capital 
Accum. Depreciation - Comp Egt $75.47 
Accum. Depreciation - Furaitur 225.06 
Accum. Depreciation - Automobi 950.06 


Working capital from operations 4,348.33 
Other sources 
Mike Parry. Capital 0.00 


Total sources 4.348 33 


Uses of working capital 

Computer Equipment 0.00 
Pumuture 6.00 
Automobile 0.00 


Total uses 0.00 


Net change : 4.348 33 


Analysis of componants of changes 

Increase <Decrease> in Current Assets 

Money Market Account { 0.00 

Checking Account 1061.14 

TRA Savings Account 0.00 

WI State Retirement 0.00 

Prepaid Insurance (525.00) 
Prepaid Rent (600.00) 
Supplies (87 81) 
<Increase> Decrease in Current Liabilities 

Publisher Advances 3,500.00 


Net change 3.14833 §$ 


For Management Purposes Only 


Read Me: Statement of Changes in Financial Position 


QW® Peachtree includes the Statement of Changes in Financial Position even 
though the Financial Accounting Standards Board’s FAS 95 summary requires that “a 


statement of cash flows is required as part of a full set of financial statements in place of a 
statement of changes in financial position.” 
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BACKING UP DECEMBER DATA 


Follow these steps to back up Mike Parry’s December data: 


Ale 


6. 


From the Company Navigation Center, lin ‘o Back up. (Or, from the 
menu bar, select File, then Back up.) 

If necessary, uncheck the box next to |nciucs company name in the 
backup file name. Click [Backup | 

Accept the default for backing up to the hard drive or make the 
selections to back up to another location. ' ype Chapter 11 


December in the File name field. 


ctick L_s22_] 


When the window prompts that This company backup will require 
approximately 7.18MB, click Lx] VYhen the Back Up 
Company scale is 100% complete, you have successfully backed up 


to the current point in Chapter 11. 


Click File, Exit to exit Peachtree. Or, continue with the next section. 


EXPORT FINANCIAL STATEMENTS 70 EXCEL 


Follow these steps to export the Balance Sheet, Income Statement, 
Statement of Cash Flow, and Statement o/ Retained Earnings to Excel. 
For detailed steps exporting multiple reports to Excel, refer to pages 352- 
354. 

1. Start Peachtree. Display the Balance Sheet. 


2 


Export the Balance Sheet to Exce!. Create a new Microsoft Excel 
workbook. 


. Save. Use Chapter 11_Financial Statements.xlsx as the file name. 


Display the Income Statement. (Hint: Select Options to uncheck 
Show Zero Amounts.) 
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Export to Excel. Add a new worksheet to an existing Microsoft Excel 
workbook. (Hint: Add the sheet to the file saved in step 3—Chapter 
11_ Financial Statements.xlsx). 


Display the Statement of Cash Flow. Export to Exce!. Add this sheet 
to the saved file. 


Display the Statement of Retained Earnings. Export to Excel. Add 
this sheet to the saved file. 


Your Excel file should have four sheets: Balance Sheet, |!ncome 
Stmnt, Cash Flow, and Retained Earnings. 


Save the file. Exit Excel. 


Close all Peachtree windows. 


CLOSING THE FISCAL YEAR 


At the end of the year, PCA automatically completes the closing 
procedure. Follow these steps to close Mike Parry's fiscal year: 


Ap 


Pee, 


If necessary, start Peachtree, then open Mike Parry Designer. From 
the menu bar, select Tasks, System, Year-End Wizard. 
Waits Labtore - Change Accounting Period 


Action Items... Year-End Wizard 


The Year-End Wizard - Welcome window appears. Read the 
information on the Welcome to the Peachtree Year-End Wizard 
window. 


Purge Wizard 
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\Year-End Wizard - Welcome 


(welcome to the Peachtree Year-End Wizard 


Peachtree allows you to enter and maintain data in two op: 


nd two open fiscal years 


The term "payroll tax year" refers to the calendar year in w!c! ipany payroll taxes are collected 
and paid, and vendor 1099 forms are printed. The term "fiscal year reters to the annual time frame 
in which general ledger transactions are entered 

This Year-End Wizard will assist you in closing the first of: : roll or fiscal or both). 


Closing the first open year opens a new year and allows 


wary neACchtTee com/vesrend 
You can use our web site at orepare for your year-end. 


Current Open Years 


Fiscal Years: 


January 1, 2011 to December 31, 2071 nber 31,2011 
January 1, 2012 to December 31. 2012 ember 31, 2012 


Click Nextto continue. 
Click Help for more information on any window 


Cancel | Help 
3. Click .The Close Options v // appears. In the Years 


to Close list, Fiscal and Payroll Tax Yeors is ihe default. Read the 
information on this window. 


Year-End Wizard - Close Options 


Close Options 


Peachtree strongly recommends that you do not fiscal or payroll tax years at this time. 

The company you are attempting to close is ope =) cf wo open fiscal years. We recommend 

< you wait until you have paid your income taxes for 3 before closing that year. 
> 


NOTE: Please refer to the year-end guide for b=); 


4. Click Ea 
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5. The Print Fiscal Year-End Reports window appears. Read the 
information on this window. Since you have already printed reports, 
Check None 


click _jto uncheck all. 


Year-End Wiard-Reports 


Print Fiscal Year-End Reports 


For audit trail purposes, Peachtree highly recommends that you print all the ren ort 
closing the fiscal year. For example, you cannot print the General Ledger repc 


year. . 


Click Next to print all the reports selected, or click Cancel to close the wizard © 


individually 


ReporingPenod | 

c 
Cash Receipts Joumal 10- Oct 1, 2011 to Oct 31, 2011 

| Cash Receipts Jounal. 11 - Nov 1, 2011 to Nov 30, 2011 


Report Name 
General Journal 


Cash Receipts Journal 42-Dec 1, 2011 to Dec 31,2011 
Cash Disbursements Jounal —_| 11- Nov 1. 2011 to Nov 30, 2071 
Cash Disbursements Journal _ 


SSS “(Se 


6. Click 


7. The Internal Accounting Review window appears. Read the 


information on this window. Click Lu Next > J. 


8. The Back Up Company Data window appears. You already made a 
back up on page 398 but you may want to make another one. Read 


i. The Back Up 


the information on this window. Click L 
Company window appears. 


— 4 


— 
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ee 


9. Observe that the box next to Include company name in the backup 


10. 


sie 


a2: 


13, 


file name is checked. Click [secur | 


The Save Backup for Mike Parry Designe! 


as window appears. 


Observe that the File name field includes ihe name of the company 


and today's date. 


Click [seve] Make the selections fo | 


After the backup is made, you are returne° 
Data window. Click fete] 


The New Open Fiscal Years window appe 
on this window. 


Year-End Wizard - New Open Fiscal Years 


itis usually notnecessary or recommended to 
change your next fiscal year dates: Peachtree 
adjusts them for you If you do need to change next 
fiscal year dates, however, you can adjust them 


Display: 


C Current Fiscal Year (read only) 


. UP. 


o the Back Up Company 


ars. Read the information 


34! Feb 1,2013 
from this window re et 


15 | Mar 1.2013 
Sa SECA 
16 | Apri, 2013 


18 | Jun 1.2013 
19 | Jul 1, 2013 


Aug 1, 2013 


21 | Sep 1.2013 


14. Accept the default for Next Fiscal Year by clicking on Lnew> | 


15. The Important - Confirm Year-End Close window appears. Read the 


information on this window. 
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Wear-End Wizard - Confirm Closé 


Atthis point all of your yearend transaction adjustments should be compie‘ed » 
printed. Transactions posted to the general ledger in a closed year cann 
addition, making adjusting entries to a closed payroll tax year is difficult 


The following fiscal year will close: The following payroll lax years) will close 


January 1, 2011 to December 31, 2011 January 1, 2011 ts 


After closing your open years will be: 


Fiscal Years: Payroll Tax Years 


January 1, 2012 to December 31, 2012 January 1, 2012 to Dece 
January 1, 2013 to December 31, 2013 January 1, 2073 to Dex 


16. Click L Ne] 


17. The Begin Close-Year Process window appears. Read the 
information on this window. 


Year-End Wizard - Begin Close 
Begin Close-Year Process. 
To begin the close-year process, click the Begin Close button below 


a he Peachtree will atlemptto close the year(s) you have selected. Once the process is complete 
sa (Peachtree will display a success window. 
bs 
: important! 
You cannot cancel the Year-End Wizard after this point! Do not shut off your 
computer during the close process. Depending on the size of your company data 
and your computer memory, the close process may take considerable time, 


[¥ Run Data Verification (Recommended). 


NOTE: Peachtree recommends that you begin this process at the end of your workday-leaving your 
computer on overnight Also, you should close all other applications before beginning the close process 


[| Begin Close | Cancel | Help | 
Mec aad, citer 
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18. Click Leal 


19. After a few moments the scale shows 100°” 
window appears. Read the information on ¢ 


Year-End Wizard - Congratulations! 


B Peachtree has successfully closed: 

SS NERS Fiscal Year. Pa 
a Ae January 1, 2011 to December 31, 2011 [Ja 
ASS 


Your new open year(s) are 


Fiscal Years: 
f January 1, 2012 to December 31. 2012 7 
‘ January 1, 2013 to December 31, 2013 


Your current accounting period is: 1 ~ January 1, 2012 tc 


Click Finish to close the Year-End Wizard 


20. click Lf] 


PRINTING THE POSTCLOSING TRIAL BALANCE 


The Congratulations! 
s window. 


December 31, 2012 
ecember 31, 2013 


After the fiscal year is closed, a postclosing trial balance is printed. Only 
permanent accounts appear on the posiciosing trial balance. All 
temporary accounts (revenues and expenses) have been closed. 


This completes the computer accounting cycle. 


Follow these steps to print Mike Parry's postclosing trial balance: 


1. From the menu bar, select Reports & Forms, General Ledger, 


General Ledger Trial Balance. 


2. Make the selections to print the postclosing trial balance. Compare 
your general ledger trial balance (postclosing) to the one shown on 


the next page. 
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General Ledger 7 
As of Jan 31, 2012 
Filter Criteria includes: Report order is by ID. Report is printed in Detail Format. 


Credit Amt 


Account! Account Description Debit Am 


1010 Money Market Account 14,700.00 
1020 Checking Account 18,715.47 
1040 IRA Savings Account 21,430.35 
1045 Wi State Retirement 35,612.00 
1300 Prepaid Insurance 1,575.00 
1450 Supplies 4,700.00 
1500 Computer Equipment 7,905.68 
1510 Furniture 5,000.00 
1520 Automobile 19,000.00 
1900 Accum. Depreciation - Comp Eq 575.47 
1910 Accum. Depreciation - Furnitur 225.00 
1920 Accum. Depreciation - Automobi 950.00 
2400 Publisher Advances 7,500.00 
3910 Retained Earnings 10,873.75 
3920 Mike Parry, Capital 111,814.28 


Total: 131,938.5 134,938.50 


Observe that the postclosing trial balance is dated January 31, 
2012. The balance in retained earnings (Account No. 3910) is Mr. 
Parry’s year-to-date net income minus the total of his drawinc 
accounts (13,273.75 — 2,400 = 10,873.75). The Retained Earnings 
balance was also shown on page 395, Statement of Retained 
Earnings. 


BACKING UP YEAR-END DATA 


Follow these steps to back up Mike Parry’s year-end data: 


1. From the Company Navigation Center, link to Back up. (Or, from the 
menu bar, select File, then Back up.) 


2. If necessary, uncheck the box next to Include company name in the 
backup file name. Click | Backup] 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 11 EOY in 
the File name field. 
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4. cick 


5. When the window prompts that This company backup will require 

approximately 7.21MB, click OK |. When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 11. 


EXPORT POSTCLOSING TRIAL BALANCE 16 EXCEL 
Follow these steps to export the postclosing i>. balance to Excel. 
1. Display the General Ledger Trial Bajar 
2. Export to Excel. Create a new Microso’: ©» 2! workbook. Change 
General Ledger Trial Balance to Posiciosing Trial Balance. Change 
the date to December 31, 2011. 
3. Save. Use Chapter 11_Postclosing |r 4! Salance.xlsx as the file 
name. On the Excel file, change title to ~osiclosing Trial Balance 


and date to December 31, 2011. 


4. Close all Peachtree windows. 


INTERNET ACTIVITY 
1. | From your Internet browser, go to the book’s website at 
| www.mhhe.com/yacht2011. 
2. | Link to Student Edition. Laie 
3. | In the Choose a Chapter field, select Chapter 11. Observe that the Quizzes 
and More Resources list includes additional! activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 2 Internet Activities for 


Chapter 9-11. Select |__® |__Seve _| 


4. | If necessary, scroll down the window to UNDERSTANDING 7 
ACCOUNTING TERMS CONTINUED- Chapter 11. Read steps 1 — 3. 

5. | Follow the steps shown on the book’s website to complete this Internet 
activity. 


a | 
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SUMMARY AND REVIEW 

Complete the following end-of-chapter activities: 
1. Going to the net, pages 407-408. 
2. True/make true questions, pages 408-410. 
3. Exercises 11-1 and 11-2, pages 410-416. 
4. Assessment rubric, pages 416-417. 
5. Analysis questions, page 417. 
6. Chapter 11 index, page 418. 

GOING TO THE NET 

Access the asset depreciation schedule at 


http://office.microsoft.com/en-us/templates/asset-depreciation-sche 
TC001046099.aspx. (Hint: Excel 2000 or later is required.) C!i 
_Pownload_| Save the asset depreciation schedule. (Hint: If using E 
2007, accept the default extension, .xlsx. Or, save the file as 
extension.) An Asset Depreciation worksheet appears. (Going to t 
links are on the textbook website at www.mhhe.com/yacht: 2011 ‘ link to 
Student Edition, select Chapter 11.) 


Complete the following fields. Press <Enter> to move between fields. 


Date: 1/1/2006 
Initial cost: 7000 
Salvage value: 0 
Useful life (years) 7 


1. Click on Asset Depreciation. Type Furniture to replace it. 
2. From Excel’s menu bar, make the selections to Print. 


3. Save. The suggested file name is Asset depreciation.xisx. If a 
window appears that says one or more of the following features are 
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not supported, click Ea (Hint: This file is an Excel 2003 file 
with an .xls extension.) 


4. What depreciation methods are shown? 


True/Make True: Write the word True in the space provided if the 
statement is true. If the statement is not true, write the correct answer. 


1. You can complete the activities in Chapter 11 without completing 
Chapters 9 and 10. 


2. Step 4 of PCA's Computer Accounting Cycle is reconciling the bank 
statement. 


3. To change an accounting period, use the Maintain menu. 
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MERE 2619S IEEE 


4. Mike Parry’s transaction register and bank statement are used as 
source documents for recording journal entries. 


5. The account reconciliation feature can reconcile the cash account 
only. 


6. The accounting periods used in Chapter 11 are November 14 - 30 and 
December 1 - 31, 2011. 


7. PCA includes an editing feature so that records can be corrected. 


Oe 
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8. To close the fiscal year, use the System menu selection, Year-End 
Wizard. 

9. When the fiscal year is closed, an adjusied ira! balance is displayed 
or printed. 

10. The statement of retained earnings © »stclosing trial balance 


show the same balance for retaine: 


Exercise 11-1: Follow the instructions bclow to complete Exercise 11-1. 
You must complete Exercises 9-1, 9-2, 10-1, and 10-2 before you can do 
Exercise 11-1. 


1. Start Peachtree. Open the company that you started in Exercise 
9-1. The company name is Art by Your Name. 


2. Restore your data from Exercise 10-2.° This back up was made on 


®You can restore from your back up file even if no Peachtree company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard’s Select Company window, select ANew Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 
new company set up. For more information, refer to Troubleshooting on pages 302-303. 
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page 361. (Hint: To make sure you are starting in the right place, 

display the general ledger trial balance and compare it to the one 
: the Fidelity 
ince with the 


10/31/11 balance on the transaction register below 


3. Change accounting period to November 1 through November 30, 


ZO 
4. Use the transaction register below to record and post checks, ATMs, 
and deposits. (Hint: Use Write Checks for checks and ATMs; use 


Receipts for deposits.) 


Transaction Register 


Check es ] a= 
Number Description of Transaction | Payment | Dep sit | Balance 


10/31/11 | Bank Service Charge 12.00 15'S 23230) 


11/2/11 |A 100.00 | 15,723.30 


TM 
ae: 11/3/11 Deposit (Art Income) ae Deel 2,2( 


00.00 | 17,923.30 
1009 11/3/11 Victor's Maintenance and 75.00 | 17,848.30 
Repairs 


11/8/11 Deposit (Teaching income) 


| 


2,105.00 | 19,953.30 


aa bli | 
[fiver [aw 


5. Use the Bank Statement on the next page to complete Account 
Reconciliation. (Hint! Remember to record the bank service charge 
on the Account Reconciliation window.) 


"Debit Account No. 1450, Supplies. 
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Statement of Account 
Fidelity Bank 


November 1 to November 30, 2011 Account No. 591823-19 


REGULAR CHECKING 


Previous Balance 10/31/11 


(+) 


2 Deposits(+ 


Your Name 
Your Address 
Your city, state, Zip 


} 


6 Checks (-) 


3 Other Deductions 
(-) 


(-) 


Service Charges 11/30/11 


Ending Balance 11/30/11 


DEPOSITS 
11/6/11 


= 


11/8/11 


CHECKS (Asterisk * indicates break in cn 


) 


11/10/11 4006 
1008 


11/10/11 
11/24/11 
11/24/11 
11/27/11 
11/30/11 


OTHER DEDUCTIONS (A 


11/2/11 


11/20/11 100.00 


11/29/11 200.00 


6. Print an Account Reconciliation report. 
7. Print the Account Register. 

8. Print the General Journal. 

9. Print the Cash Receipts Journal. 
10. Print the Cash Disbursements Journal. 
11. Print the General Ledger Trial Balance. 


)5.00 


umber 


| 


sequence) 
55.15 
137.80 
75.00 
55.75 
175.00 
41.00 
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12. Print a Balance Sheet and Income Statement. 


13. Backup your data. The suggested file name is Exercise 11-1.ptb. 


Exercise 11-2: Follow the instructions below to compieie Exercise 11-2. 
Exercises 9-1, 9-2, 10-1, 10-2 and 11-1 must be compicied before 
starting Exercise 11-2. 


1. Start PCA. Open the company that you set up in Exercise 9-1 (Art by 
Your Name). 


2. If necessary, restore Exercise 11-1.° To make sure you are starting 
in the correct place, display the General Ledger Trial Balance (refer 
to step 11, above). 


3. Change accounting periods to December 1 through December 31, 
2011. 


4. Use the transaction register below to record and post checks, 


and deposits. (Hint: On the Business Status Navigation Center, the 
balance, $19,249.83, should match Account No. 1020 for Fidelity 
Bank. In the Account Balances area, the balance shows $19,249.83; 


the same balance as the Transaction Register below. You may need 
to click |G Refresh] y 


Transaction Register 


Check 
Number Description of Transaction 


11/30/11 | Bank Service Charge 19,249.83 
12/2/11 ATM 19,149.83 


24,004.83 


*You can restore from your backup file even if no Peachtree company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard's Select Company window, select A New Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 
new company set up. For more information, refer to Troubleshooting on pages 302-303. 
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1017 12/8/11 


P[rezon 


1022 12/28/11 
| | tas0r 


5. Use the Bank Statement below and on the next page to complete 
Account Reconciliation. Record the bank service charge on the 
Account Reconciliation window. 


Victor's Maintenance and 
Repairs 


Utilities Co. 


U.S. Post Office | y 23,793.08 


23,748.03 


Bell Telephone Aa se 
DSL Service | 9 6 23,718.08 
ATM 


Prospect Office Supplies’ 


Statement of Account Your Name 


Fidelity Bank Your Address 
December 1 to December 31, 2011 Account No. 591 19 Your City, State, Zip 


REGULAR CHE 


Previous Balance 


11/30/11 1,369.55 
2 Deposits(+) 
6 Checks (-) 90 47 
3 Other Deductions (-) i 00.00 
Service Charges (-) 12/31/11 412.00 
Ending Balance 12/31/11 23,522.08 

DEPOSITS . 


12/6/11 2,850.00 


| 
nN | 
aie. | 
=] 
On 
‘S] 
jo) 


12/8/11 
CHECKS (Asterisk * indicates break in check number sequence) 


12/10/11 1013 41.97 


12/10/11 29:95 
12/24/11 47.80 
12/24/11 1016 100.00 


continued 


Debit Account No. 1450, Supplies. 
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12/27/11 
12/30/11 


12/2/11 
12/20/11 
12/310/11 


6. Print an Account Reconciliation report. 

7. Print the Account Register. 

8. Print the General Journal. 

9. Print the Cash Receipts Journal. 

0. Print the Cash Disbursements Journal. 

11. Print the General Ledger Trial Balance (unadjusted). 


ry 


12. Back up your data. The suggested file name is Exercise 11-2 
Unadjusted Trial Balance.ptb. 


13. Complete the following end-of-quarter adjusting entries 


a. Supplies on hand: $850.00. 

b. Depreciation for Computer Equipment: $458.33. 
c. Depreciation for Furniture: $150.00. 

d. Depreciation for the Automobile: $950.00. 

e. Adjust three months prepaid rent: $700.00. 

f. Adjust three months prepaid insurance: $250.00. 


14. Print the December 31, 2011 general journal. 

15. Print the General Ledger Trial Balance (adjusted). 

16. Print the financial statements: Balance Sheet, Income Statement, 
Statement of Cash Flow, Statement of Retained Earnings, and 
Statement of Changes in Financial Position. 


Check Your Figures: 


Account No. 1020, Fidelity Bank, $23,268.28 
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reac oo enema 


Account No. 3910, Ending Retained Earnings, $8,309.95 
Account No. 3920, Student Name, Capital, $44,000.00 


17. Back up your data. The suggested filename is Exercise 11-2 
Financial Statements.ptb. 


18. Export the Balance Sheet, Income Statement, Statement of Cash 
Flow, Statement of Retained Earnings and Statement of Changes in 


Financial Position to Excel. Use Exercise 11-2_Financial 
Statements.xlsx as the file name. 


19. Close the fiscal year. 


20. Print the General Ledger Trial Balance (Posiclosing). 

21. Back up your data. The suggested filenanie is Exercise 11-2 End of 
Year.ptb. 

22. Export the Posting Closing Trial Balance io Excel. Create a new 
Microsoft Excel workbook. Change General Ledger Trial Balance to 


Postclosing Trial Balance. Change the date to December 31, 2011 


23. Save. Use Exercise 11-2_Postclosing Trial Balance.xlsx as the 
file name. On the Excel file, change title and date. 


24. Exit Peachtree. 
ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011: 
Student Edition, select Chapter 11 Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 
the blank fields online. 
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Navigation Bar Task | Ending GL 


December 
bank 
reconciliation 


Designer 


Task Date | or Menu bar Window | Balance 


Mike Parry | 
| 


ANALYSIS QUESTIONS 


l. 


When using Peachtree why is it important to change accounting 
periods? (Hint: Do a search on Peachtree’s Help window for Change 
Accounting Period.) 


Does the balance in retained earnings differ on the adjusica trial 
balance and the postclosing trial balance? 


How does the postclosing trial balance differ from the adjusted trial 
balance? 
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In Project 1, you complete the computer accounting cyc'e for Sharon 


Albert, Accounting. Ms. Albert started her accounting practice on 
December 1, 2011 in Phoenix, Arizona. Ms. Albert empicys two 
accounting technicians and one administrative assistan! ‘Vis. Albert's 
employees are independent contractors. Further study 0! payroll 


accounting will be done in Chapter 14. 


In this project, you wil complete the accounting cycle for the month of 
December 2011. Sharon Albert's balance sheet, transaction register, and 
bank statement are provided as source documents. 


At the end of this project, a checklist is shown listing the printed reports 
you should have. The step-by-step instructions remind you to print 
reports at certain intervals. Your instructor may require these printouts for 
grading purposes. Remember to make backups at periodic intervals. 


Follow these steps to complete Project 1: 


Step 1: Start Peachtree. If a company opens, select File; New Company. 
One company should be opened. The Create a New Company — 
Introduction window appears. Click | Newt > | 


Step 2: Type the following company information: 


Company Name: Sharon Albert, Accounting (substitute 
your first and last name for Sharon Albert) 

Address Line 1: 3120 Cactus Avenue 

City, State, Zip Phoenix, AZ 85317 

Country: USA 

Telephone: 602-555-2700 

Fax: 602-555-2712 

Business Type: Select Sole Proprietorship 

Leave the Tax ID Numbers fields blank. 

Web Site: www.sharonalbert.com 
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Step 3: 


Step 4: 
Step 5: 
Step 6: 


Step 7: 


Step 8: 


Step 9: 


Step 10: 


Step 11: 


E-mail: info@sharonalbert.com 


Accept the default to Use a sample business type that closely 
matches your company. 


Select Service Company. (Hint: Simpiified types.) 

Accept the default for Accrual acc: ng. 

Accept the default for Real Time ng. 

Accept the default for Choose an accounting period structure, 
12 monthly accounting periods per year. 

The Choose the first period of your fiscal year window 


appears. Select January 2011 


At the You are ready to create your company window, click 


SS) At the Setup Guide window, click on the box next 


to Don’t show this screen at startup. i 
necessary, read the Peachtree Se atup eigdé nition click 


—]. The title bar shows Sharon Albert [your first and 
ise name], Accounting. 


Change the accounting period to Period aa — 12/01/11 - 


12/31/11. (Hint: On the toolbar, click - select 12 — 
Dec 01, 2011 to Dec 31, 2011. Ifa ere appears 


suggesting that you select the Internal Accounting Review, 
click reyen| 


Make the following changes to the Chart of Accounts: 


Delete these accounts: 


1010 
1150 
2540 
2320 
2330 


Cash on Hand 

Allowance for Doubtful Account 
Sales Tax Payable 

Deductions Payable 

Federal Payroll Taxes Payable 
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2340 
2350 
2360 
2310 
2400 
2700 
4300 
5900 
6250 
6650 
7100 


FUTA Payable 

State Payroll Taxes Payable 
SUTA Payable 

Local Taxes Payable 

Customer Deposits 

Long-Term Debt—Noncurrent 
Other Income 

Inventory Adjustments 

Other Taxes Expense 
Commissions and Fees Expense 
Gain/Loss — Sale of Assets Exp 


Change these accounts:' 


1020 
1400 
1500 
1900 


2500 
3920 


3930 


4000 
6000 


6050 
6150 
6450 


6550 
7050 


Checking Account 

Prepaid Expenses 

Property and Equipment 
Accum. Depreciation-Prop&Eqt 


Current Portion Long-Term Debt 
Owner's Contribution 


Owner’s Draw 


Professional Fees 
Wages Expense 


Employee Benefit Programs Exp. 


Bad Debt Expense 


Office Supplies Expense 
Other Office Expense 
Depreciation Expense 


l . 
New account names are shown in boldface. Click 


Gp Save & New 
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Phoenix Bank 
Prepaid Rent 
Computer Equipment 
Accum. Depreciation- 
Comp Eqt 
Notes Payabis 
Sharon Albert, Capital 
(Use your name; 
Account Type: Equity- 
doesn’t close) 


Sharon Albert, Draw 
(Use your name) 
Accounting Fees 
Wages Expense — 
Adm Asst 

Wages Expense - 
Acctg Tech 
Subscriptions 
Expense 

Supplies Expense 
Internet Service 
Deprec Exp — Comp 
Eqt 


between accounts. 
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Add these accounts: 


1450 Supplies Other Current Assets 
1510 Furniture and Fixtures Fixed Assets 
1520 Automobile Fixed Assets 


1910 Accum. Depreciation —Furn&Fix Accum. Depreciation 
1920 Accum. Depreciation — Automobi Accum. Depreciation 


7060 Deprec Exp - Furn&Fix Expenses 
7070 Deprec Exp - Automobile Expenses 
7400 Postage Expense Expenses 


Step 12: Print the Chart of Accounts. 


Step 13: Back up the chart of accounts. The suggested file name is 
Sharon Albert Chart of Accoun’s.otb. 


Step 14: Use Sharon Albert’s Balance Sheet to enter the beginning 
balances. Remember when selecting the beginning balance 
period, use 11/1/11 through 11/30/11—Beginning Balances as 
of November 30, 2011. 


Sharon Albert, Accounting, Balance Sheet 


December 1, 2011 
ASSETS ae" 
Current Assets or 
Phoenix Bank we $31,500.00 
Accounts Receivable : | 16,400.00 
Prepaid Rent | 4,000.00 
Supplies 3,300.00 


Total Current Assets 


a 
ee | 
ce 


$55,200.00 
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Current Liabilities 
Accounts Payable 


Total Liabilities and Capital 


19,600.00 


84,700.00 


ed file name 


-— 


Step 15: Back up Ms. Albert’s beginning data. The sugges 
is Sharon Albert Beginning Balances.ptb. 


Step 16: The transaction register below and on the next page provides 
the information necessary for December's journal! eniri 
Remember to post (save) between each transaction. 


Transaction Register 
Sharon Albert, Accounting " 


Ck. No | Date _| Description of Transaction Deposit | 


Deposit (accounting fees) 


9001 12/1 Phoenix Bank (Notes Payable) 2,700.00 | 32,300.00 


9002 12/1 Pima Office Equipment - laser 625.87 | 31,674.13 
printer (computer equipment) 


9003 12/5 | Administrative Asst 1,250.00 | 30,424.13 
9004 ZS Acctg. Technician 690.00 29,734.13 


9005 12/12 | Mill Avenue Office Supplies 
rez (letterhead - supplies 105.65 | 29,628.48 


alance 


ies) 
55000 
9009 U.S. Post Office 41.00 ae ——-| -S1,0rrore 


9010 12/17 | Journal of Accountancy 
(subscription) 545.00 30,532.01 
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9011 12/19 | Administrative Asst. 
9012 12/19 | Acctg. Technician 


12/23 | Deposit (accounting fees) 
9013 12/24 | Maricopa Electric (utilities bill) 


12/24 | Deposit (accounting fees) 
9014 12/26 | Administrative Asst. 
9015 12/26 | Acctg. Technician 


12/30 | Deposit (payment received from 
client on account) 
9016 12/30 Internet Service 


Step 17: Sharon Albert's bank statement is shown below. (Hint: 


Remember to record the bank service charge.) 
Statement of Account Sharon Albert, Accounting 
Phoenix Bank 3120 Cactus Avenue 
December 1 to December 31, 2011. Account No. 2145-26512: Phoenix, AZ 85317 


REGULAR CHECKING 


Previous Balance 


11/30/11 31,500.00 


4 Deposits(+) 
12 Checks (-) 


Service Charges (-) 12/31/11 25.00 


| 

| | 

PL he 

fas 
~ 
oO 


Ending Balance 12/31/11 35,867.81 


DEPOSITS 


12/3/11 3,500.00 | 12/28/11 4,000.00 


12/17/11 3,500.00 | 12/30/11 


CHECKS (Asterisk * indicates break in check number sequence) 


12/10/11 9001 2,700.00 


4,000.00 


12/11/11 9002 625.87 
12/15/11 9003 1,250.00 


42/15/11 690.00 
12/15/11 105.65 
12/15/11 1,250.00 
12/15/11 690.00 
12/22/11 70.47 
12/22/11 1,250.00 


Continued 
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Step 18: Print an Account Reconciliation report. 


Step 19: Print the Account Register. 
Step 20: Print a General Ledger Trial Balance (unadjusted). 


Step 21: Back up the unadjusted trial balance. The suggested file name 
is Sharon Albert UTB.ptb. (UTB is an abbreviation for 
unadjusted trial balance.) 


Step 22: Complete these adjusting entries: 


Supplies on hand: $3,250.00. 

Depreciation for Computer Equipment: $353.50 
Depreciation for Furniture and Fixtures: $166.67 
Depreciation for the Automobile: $358.33. 

Rent was paid for two months on November 30, 20% 1 
Adjust one month's rent.” 


C2909 


Step 23: Print the General Journal (December 31, 2011), Cash Receipts 
Journal, and Cash Disbursements Journal. 


Step 24: Print the General Ledger Trial Balance (adjusted). 


Step 25: Print the General Ledger. (Hint: Select Reports & Forms; 
General Ledger, highlight General Ledger, make the selections 
to print.) 


Step 26: Print the financial statements: balance sheet, income 
statement, statement of retained earnings, statement of cash 
flow, statement of changes in financial position. 


"Refer to the December 1, 2011, Balance Sheet for the account balance in the 
Prepaid Rent account. 
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Step 27: Back up December data. The suggested file name is Sharon 
Albert December.ptb. 


Step 28: Export the balance sheet, income statement, statement of cash 
flow, statement of retained earnings, statement of changes in 
financial position to Excel. Use Sharon Aibert_Financial 
Statements.xlsx as the file name. 


Step 29: Close the fiscal year. (If a window appears saying that The 
current Peachtree system date falls within the first of two open 


fiscal years. Do you still want to open the Year-End Wizard? 
Click er| Continue closing the fiscal year.) 
Step 30: Print the Postclosing Trial Balance 


Step 31: Back up year-end data. The suggested file name is Sharon 
Albert EOY.ptb. 


Step 32: Export the postclosing trial balance ‘o Excel. Use Sharon 
Albert_Postclosing Trial Balance.x!sx as the file name; 
December 31, 2011 as the data 


Your instructor may want to collect this project. A Checklist of Printouts is 
shown below. 


Chart of Accounts 

Account Reconciliation 

Account Register bag 
General Ledger Trial Balance (unadjusted 
December 31, 2011 General Journal 
Cash Receipts Journal 

Cash Disbursements Journal 

General Ledger Trial Balance (adjusted 
General Ledger 

Balance Sheet 

Income Statement 

Statement of Retained Earnings 
Statement of Cash Flow 

Statement of Changes in Financial Position 
Postclosing Trial Balance 
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Student Name __ Date 
CHECK YOUR PROGRESS: PROJECT 1, Sharon Albe 


he 


Te 


Ze 
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What are the total debit and credit balances on you 
unadjusted trial balance? 


What are the total debit and credit balances on your 
adjusted trial balance? 


According to your account reconciliation report, 
what is the Ending GL Balance? 


. What is the depreciation expense for furniture 


and fixtures on December 31? 


. What is the depreciation expense for computer 


equipment on December 31? 


. What is the amount of total revenues as of 


December 31? 


How much net income <or net loss> is reported 
on December 31? 


What is the account balance in the Supplies 
account on December 31? 


What is the account balance in the Accounts Payable 
account on December 31? 


. What is the total capital balance on December 31? 


Is there an Increase or Decrease in cash for the 
the month of December? 


Were any Accounts Payable incurred during the 
month of December? (Circle your answer). 


rt, Accounting 


YESeeN© 
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Project 


Student-Des igned 
1A Service Busin ess 


In Chapters 9, 10, 11, and Project 1, you learned how to complete the 
Computer Accounting Cycle for a service business. Project 1A gives you 
a chance to design a service business of your own. 


You create a service business, edit your business's Chari of Accounts, 
create source documents, and complete PCA's Computer Accounting 
Cycle. Project 1A also gives you an opportunity to review the software 


features learned so far. 


You should think about the kind of business to create. Since you have 
been working on sole proprietorship service businesses in ! 
might want to design a business similar to these. Service bu: : 
include: accountants, beauty salons, architects, hotels, airline SS, C leaning 
stores, doctors, artists, etc. If you have a checking account and receive a 
monthly bank statement, you could use your own records for this project. 


Before you begin you should design your business. You will need the 
following: 


1. Company information that includes business name, addres 5S 3, and 
telephone number. (Hint: Set your company up for Period 1 
December 1 - 31, so that you can close the fiscal year.) 


2. One of PCA's sample companies. 
3. A Chart of Accounts: 25 accounts minimum; 30 maximum. 


4. One month's transactions for your business. You will need a Balance 
Sheet, check register, and bank statement. Your check register 
should include a minimum of 15 transactions and a maximum of 25. 
You should have at least four adjusting entries. 
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If you don't want to use a check register and bank statement, you could 
write 15 to 25 narrative transactions. 


After you have designed your business, you siou'c follow the steps of 
PCA's Computer Accounting Cycle to compete Project 1A. 
For grading purposes, Project 1A should inc ude ‘ne following printouts: 


Checklist of Pr 
Project 1/ 
Student-Designe aject 
Chart of Accounts 
Account Reconciliation 
Account Register : 
General Ledger Trial Balance »d) 
Cash Receipts Journal . 
Cash Disbursements Journa! 
December 31, 200X Genera! J : 
General Ledger Trial Balance (a d) 
General Ledger 
Balance Sheet 
Income Statement Cag 
Statement of Retained Earnings 
Statementof Cash Flow 
Statement of Changes in Financial Position 
Post-Closing Trial Balance ae 
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Peachtree Com 
Accounting 201% for 
Merchandising Busine 


In Part 3 of Computer Accounting with Peachtree by Sage Complete 
Accounting 2011, 15" Edition, your accounting business is f 
the monthly record keeping for three merchandising businesses: 
Samantha’s Service Merchandise, the end-of-chapter exercise, Student 
Name Sales & Service, and Georgia Sports. 


S 


red to do 


Part 3 includes four chapters and two projects. 


Chapter 12: Vendors & Purchases 

Chapter 13: Customers & Sales 

Chapter 14: Inventory & Services 

Chapter 15: Employees, Payroll and Account Reconciliation 
Project 2: Georgia Sports 

Project 2A: Student-Designed Merchandising Business 


Merchandising businesses purchase products ready-made from a vendor 
and then resell these products to their customers. (Merchandising 
businesses are also called retail businesses.) Items purchased by a retail 


business for resale are referred to as merchandise. A merchandising 
business earns revenue from buying and selling goods. Items purche 
for use by the business are not merchandise; for example, supplies or 
computer equipment are not sold to customers. 


In Part 1 you were shown how the sample company, Bellwether Garden 
Supply, used Peachtree's customer, vendor, payroll, and inventory 
features. The chapters that follow illustrate these features in detail. 


Chapters 12 through 15 are cumulative. This means that the businesses 
you set up in Chapter 12, Samantha’s Service Merchandise; and 
Exercise 12-1, Student Name Sales & Service, are continued in Chapters 
13iarandes: 
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432 Part 3: PCA 2011 for Merchandising Businesses 


At the end of Part 3, you complete Project 2, Georgia Sports, which 
reviews PCA’s merchandising business features. Ai the end of Project 2, 


there is a Check Your Progress assessment that your instructor may 
want you to turn in. Project 2A, Student-Designe« Ivierchandising 
Business, gives you an opportunity to create 2 merchandising business 


from scratch. 


The chart below shows the size of the backups and Excel files in Part 3— 
Chapters 12, 13, 14, 15, and Project 2. The textbook steps show you how 
to back up to Peachtree’s default location at C:\Sage\Peachtree\ 
Company\[shortened company name]. You can a/so specify a hard drive 
location; or, backup to external media, such as, a USB drive. 


Backup (.ptb extension) 

12 Chapter 12 Starting Balance Sheet.ptb 448 
Chapter 12 Begin.ptb 462 
Chapter 12.ptb 
Chapter 12_CofA_PJ_CDJ_ VL_GLTB.xis» 
Exercise 12-1_ Starting Balance Sheet.pt! 
Exercise 12-1.ptb 
Exercise 12-2.ptb a 500 
Exercise 12-2_ CofA_PJ_CDJ_ VL_GL? B wake: 500 

13 Chapter 13 Begin.ptb ce 
Chapter 13.ptb 544 
Chapter 13_SJ_CRJ_CL_GLTB.xIlsx . 
Exercise 13-1.ptb ait 
Exercise 13-2.ptb ay 
Exercise 13-2 SJ_CRJ_CL GLTB.xisx ~ 

14 Chapter 14 Begin.ptb . 565-566 
Chapter 14.ptb 
Chapter 14_ CL_ VL_CGSJ_IAJ_IPR_GLTB.xlsx 
Exercise 14-1.ptb 
Exercise 14-2_ CRJ_PJ_CGSJ_IAJ_IPR_GLTB.xlsx 


Continued 
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Backup (.ptb extension) 
Chapter Excel (.xIsx) Kile 


15 Chapter 15 Begin.ptb 


Page Nos. 


611-612 


Chapter 15.ptb 


| 
| 
t— 


Chapter 15 PayJ_GLTB_BS_IS_SCF.xlsx 


ao pi 


Exercise 15-1.ptb 


j 


Exercise 15-2.ptb 


[aot 
| 


Exercise 15-2 EL CL _VL_IVR_PayJ_ GLTB_ 
BS_IS_SCF.xlsx 


Project 2. | Georgia Sports Chart of Accounts.ptb 


Georgia Sports Starting Balance Sheet.ptb 


Georgia Sports Begin.ptb 


Georgia Sports January.ptb 1,45 


Georgia Sports_CofA_CL_VL_GLTB_AcctRec_BS_ 43 KB | 
IS_ SCF-xlsx 


The size of your backups may differ from those shown. 


The extension for Excel 2007 and 2010 files is .xlsx. If you are using 
Excel 2003, the extension is .xls. 
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LEARNING OBJECTIVES 


1. Set up company information for Samantha’s Service \Verchandise, a 
merchandising business. 

2. Enter the following general ledger information: char c ‘ounts and 
beginning balances. 

3. Enter the following accounts payable information: vendor defaults 


and vendor records. 
4. Enter the following inventory information: inventory o« 
inventory items, and inventory beginning balances. 
5. Record and post Vendors & Purchases transactions. 
6. Export the chart of accounts, purchase journal, cash disbursements 
journal, vendor ledgers, and general ledger trial bala ce 
7. Complete the Internet Activity at www.mhhe.com/yac 
8. Make five backups and save two Excel files.’ 


Chapter 12 begins Part 3 of the book: Peachtree Complete Accounting 
2011 for Merchandising Businesses. Merchandising businesses are retail 
stores that resell goods and services. In this chapter, you sel up a 
merchandising business called Samantha’s Service Merchan 
Samantha’s Service Merchandise is a partnership owned by Lonnie 
Crosby and Samantha Currier. Mr. Crosby and Ms. Currier divide their 
income equally. 


/ 


Merchandising businesses purchase the merchandise they sel! from 
suppliers known as vendors. Vendors are the businesses that offer 
Samantha’s Service Merchandise credit to buy merchandise and/or 
assets, or credit for expenses incurred. When Samantha’s Service 
Merchandise makes purchases on account from vendors, the 
transactions are known as accounts payable transactions. 


‘Refer to the chart on pages 432-433 for the file names and size of backups and 
Excel files. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


435 


436 Chapter 12 


PCA organizes and monitors Samantha’s Service !Vierchandise’s 
accounts payable. Accounts Payable is the amount of money the 
business owes to suppliers or vendors. 


When entering a purchase, you enter a vendo: code first. The vendor's 
name and address information, the standard payment terms, and the 
general ledger purchase account are automa’icai'y entered in the 
appropriate places. This information can be ec'.«d if any changes are 
needed. This works similarly for accounts rece'yvable. 

Once you have entered purchase information, or nting a check to pay for 
a purchase is simple. When you enter the vencors code, a list of 
purchases displays. You simply select the ores you want to pay and click 
on the Pay box. You can print the check or we. to print a batch of checks 
later. You can also pay a whole batch of vencors at one time, using the 
Select for Payment option. The diagram below |iustrates how vendors 
are paid. 


Vendor sends Samanth: vice 
Merchandise an inve 


When it is time to pay the invoice, you 
select the invoice(s) from the vendor 
you want to pay and print a check. 


In Chapter 12, the merchandising businesses that you set up are 
continued in Chapters 13, 14, and 15. 


GETTING STARTED 
Samantha’s Service Merchandise started operations on January 1, 2011. 


It is a partnership owned by Lonnie Crosby and Samantha Currier and is 
located in Atlanta, GA. Follow these steps to set up the company. 
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1. Start Peachtree. If a company opens, select File; New Company, 
click OK I. Ifa screen prompts do you want tc keep another 
company open, click ne . (Hint: lf the startup window 


appears, select Create ¢ a new company.) 


2. The Create a New Company -— Introduction window eopears. Click 
Next > 


3. The Enter your company information window appears. (Observe that 
a red asterisk (*) indicates a required field.) Compiete tne following 
fields. Press the <Tab> key between each field. 

Company Information 
Company Name: Samantha’s Service Merchanc se (use 
your first name then Service Merchandise) 
Address Line 1: 125 Peachtree Blvd. 
City, State, Zip: Atlanta, GA 30301 
Country: USA 
Telephone: 404-555-9900 
Fax: 404-555-9902 
Business Type: Select Partnership 


Tax ID Information 


Federal Employer ID: 85-2138997 


State Employer ID: 71-7789219 

State Unemployment ID: 343490-4 

Web Site: www.samanthaservmdse.biz 
E-mail: info@samanthaservmdse. biz 


Comment 


If you use your name in the Company Name field, the name of your 
company will appear on all printouts. 


4. Check the information you just typed, then click | | 
Select a method to create your Company window appears. 
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Accept the default for Use a sample busines 
matches your company. 


Create a New Company - Setup 


Select a method to create your company 


@ Use a sample business type that dosely matches your compa 


C Copy settings from an existing Peachtree Accounting comoa 


C Convert a company from another accounting program 


C Build your own chart of accounts (Designed for 


ctick L_Nee | 


eRe ACE FO 


5s type that closely 


(Most companies choose this) 


id advanced users only) 


Read the information about selecting @ © 
business types are available. Scro!! down 
select Retail Company. Compare your se! 


‘siness type. Numerous 
in the Detailed types list, 
ection to the one shown 


below. 


Create a New Company - Business Type RAGE 
Scrolidown ° 
to Detailed 
List. Select 
Retail 
Company 


Select a business type 


Each business type has a recommended 
transactions. Accountants sometimes 


Property Management Company 
Real Estate Company 

Religious Organizations 

Beata van te 


sh 
20% Regular Chedang Account 
O} Payrol Checking Account 


Chart of 
Accounts has 
five-digit 
account 
numbers. 
Indicates 
Detailed List 
business types. 


Of Savings Account 


Accounts Receivable 
Accounts Receivable Service 


Note: You can edit accounts after 
your company is created. 
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IMPORTANT: Make sure that Retail Company is selected from the 
Detailed types list not the Simplified types list. Check the Chart of 
Accounts on the right pane. The Detailed types list has a more 
extensive chart of accounts than the Simplified types list. Observe 
that the chart of accounts has account numbers with five digits; for 
example, 10000 — Petty Cash. (The Simplified types list has four- 
digit account numbers.) 


h 


7. Make sure that Retail Company is selected from the Detailed types 
ist. Click LN?) 


8. Read the information about the Accounting Method. Accept the 
default for Accrual by clicking LSE" 

9. Read the information about Posting Method. Peachtree Soiiware 
recommends real-time posting for networked computers. Accept the 


default for real-time posting by clicking 


10. At the Choose an accounting period structure window, accept the 
default for 12 monthly accounting periods per year by clicking 


11. The Choose the first period of your fiscal year window appears. 
Select 2011 as the year. 


Choose the first period of your fiscal year 


A fiscal year is your accounting year, defined by when you open end clase the books 
January. Companies with a more seasonal business may choose to start their year # 


Psnuary bd | {Most companies start in January) 


Note: This cannot be changed after your company is created. 


Check this window carefully. You cannot change it later. 
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2 cick 


13. The You are ready to create your company window appears. Click 
[Fon | 


14. The Setup Guide window appears. Click on the box next to Don't 
show this screen at startup to place a checkmark in it-- 


[Vi Dontshow ths screenatstae | Click _~°*__] Ita Setup Guide 
= | 
window appears, Lox | Samantha's (your name) Service 


Merchandise: Peachtree Accounting appears on the title bar (above 
the menu bar). 


15. The Period shown on the toolbar defaults to the current period 
(month). If necessary, change the accounting period to 01 — Jan 


01,2011 to Jan 31,2011; | Period 1 -01/01/11-01/31/11) | (Hint: Click on 
the Period shown on the toolbar to change accounting periods.) 


To change your current accounting penod. frorn the list select the perind yo ntio operate in 
Moving forward. you should do this atthe beginning of each new ar ntir d. Ifa "lock" icon 
appears nextto periods listed in the box security has b imed or 18 cts certain Peachtree 
users fromm working with transactions that fall in periods pno 


pen Accounting Periods 
counting Period 
0 an 01, 2011 to Jan 31. 2011 
. 2011 to Mar 
_ 2011 to Apr 
. 2011 to May . 
2011 to Jun es Open Fiscal Years: — Senne 
, 2011 to Jul ; 
. 2011 to Aug ; anuary 1, 2011 to December 31, 2011 
2011 to Sep 
pe : — 2512 to December 31, 2012 
2011 to Dec - a —-- 
2012 to Jan ; 
. 2012 to Feb 2 Open Payroll Tax Years: —— 
2012 to Mar 
2012 to Apr 30, 2012 January 1, 2011 to December 31, 2011 
. 2012 to May : 
. 2012 to Jun J January 1. 2012 to December 31, 2012 
. 2012 to Jul 
. 2012 to Aug 
. 2012 to Sep 
_ 2012 to Oct 
01, 2012 to Nov 
01, 2012 to Dec 
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16. After selecting Period 1, click L 


[ 


El Business Status ae : : 
17. Click L=@ I. The Business Status Navigation 


Center shows the following sections: 


; 
: 


Account Balances 
Customers Who Owe Money 
Aged Receivables 

Find a Report 

Revenue: Year to Date 
Vendors to Pay 

Aged Payables 


In Chapters 12 through 15, you use links from the Business eee 
Navigation Center and the Navigation Bar to record transact 
Observe that the Navigation Bar’s selections include: 


LESTE ELT EER 


“ss Business Status 


ASI SECTION ENO 


f, Customers & Sales 


fel Vendors & Purchases 


in Inventory & Services 


ys Emplovees & Payroll 


fol Banking 


<i ‘Coney 


These selections provide ways to navigate the software for Samantha’s 
Service Merchandise, a retail business. The Navigation Bar's selections 
also indicate Peachtree’s modules: Business Status represents an 
overview of the company; Customers & Sales is the accounts receivable 
system; Vendors & Purchases is the accounts payable system, etc. A 
Navigation Bar is used with other Windows software, for example, 
Microsoft Outlook and Microsoft Dynamics GP use a Navigation Bar. 
QuickBooks uses Navigation centers. 
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To make the Business Status Navigation Center the default, on the 
toolbar, click [GE Make ts the defut 20d This icon changes to This is the 


default page. 


GENERAL LEDGER 


Peachtree’s general ledger system includes the collection of accounts of 
a company (chart of accounts), then summarizes the transactions 
associated with these accounts and their related account balances for a 
specified period of time. After setting up a new company, the next step is 
editing the chart of accounts, and then entering the beginning balances. 
Peachtree’s general ledger system is used for that purpose. Think of the 
general ledger as the core of an accounting system. 


Observe how the general ledger system is organized within Peachtree’s 
user interface; for example, the Navigation Bar's Company selection 
shows general ledger system choices such as the chart of accounts, links 
to recording general journal entries, and company reports. Also, the 
Reports & Forms menu shows the genera! leciger system’s contents. 


Most accounting software organizes the user interface into system 
modules: Accounts Payable (Vendors & Purchases); Accounts 
Receivable (Customers & Sales), Banking, etc. For this reason, 
Peachtree, QuickBooks, and Microsoft Dynamics GP look and work 
similarly. 


The major differences between accounting software applications include 
the depth of processing, enhanced features and functions, and the size 
of the database (an organized body of related information). As the 
database gets larger, the depth of processing increases and more 
features and functions are available. As companies grow in size, their 
accounting software needs change. 
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pa ae OR a OA Ta 


Small 
companies to 


Large ; é 
companies Microsort 


Dynamics GP 


Peachtree and QuickBooks are used by small companies. As tne 
company grows to mid-size, Peachtree and Microsoft Dynamics GP can 
be used. Large companies use Microsoft Dynamics GP. 


Company size No. of Employees | 

Small business 1-50 employees __ | 
Medium-sized business 90-500 employees al 

| Large business | 500+ employees P| 


Chart of Accounts 


From the Navigation Bar, click Lt 


and Edit Accounts. 


1. Delete the following accounts. 


Comment 


Double-click on the account you want to delete. Then, click 96 Delete | You can also 


type the account number into the Account ID field, then delete. 


10000 Petty Cash 
10100 Cash on Hand 
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11400 Other Receivables 

14100 Employee Advances 

14200 Notes Receivable-Current 
14700 Other Current Assets 

15200 Automobiles 

15300 Other Depreciable Property 
15400 Leasehold Improvements 
15600 Building Improvements 

16900 Land 

17200 Accum. Depreciation-Automobi 
17300 Accum. Depreciation-Other 
17400 Accum. Depreciation-Leasehol 
17600 Accum. Depreciation-Bldg Imp 
19000 Deposits 

19100 Organization Costs 

19150 Accum. Amortiz -Org. Costs 
19200 Notes Receivable-Noncurrent 
19900 Other Noncurrent Assets 
23300 Deductions Payable 

23800 Local Payroll Taxes Payable 
24800 Other Current Liabilities 
24900 Suspense-Clearing Account 
58000 Cost of Sales-Other 

60500 Amortization Expense 

61000 Auto Expenses 

62500 Cash Over and Short 

63000 Charitable Contributions Exp 
63500 Commissions and Fees Exp 
65000 Employee Benefit Programs Exp 
68000 Laundry and Cleaning Exp 
73000 Other Taxes 

74000 Rent or Lease Expense 
76500 Travel Expense 

77000 Salaries Expense 


2. Change the following accounts. 


10200 Regular Checking Account Southern Bank 

10400 Savings Account Wells Savings & Loan 

12000 Product Inventory Merchandise Inventory 

14000 Prepaid Expenses Prepaid Insurance 

15100 Equipment Computers & Equipment 

17000 Accum. Depreciation-Furniture | Accum. Depreciation - 
Furn&Fix 
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24000 
24100 
24200 


24400 


27000 
27400 
39006 


39007 
40000 
40200 
40400 
40600 
50000 
50500 
57000 
64000 
64500 


Accum. Depreciation-Equipment 


Other Taxes Payable 
Employee Benefits Payable 
Current Portion Long-Term Debt 


Customer Deposits 


Notes Payable-Noncurrent 
Other Long Term-Liabilities 
Partner’s Contribution 


Partner's Draw 
Sales-Merchandise 
Sales-Services 
Sales-Clearance 

Interest Income 

Cost of Goods Sold 

Cost of Sales-Service 

Cost of Sales-Salaries and Wag 
Depreciation Expense 

Dues and Subscription Exp 


3. Add the following accounts. 


13000 
23755 
39008 
39009 
64600 
72510 
72520 
72530 
72540 
72545 
77600 


Supplies 

SUTA2 Payable 
Samantha Currier, Capital 
Samantha Currier, Drawing 
Deprec Exp-Building 
FICA Expense 

Medicare Expense 

FUTA Expense 

SUTA Expense 

SUTA2 Expense 
Overtime Expense 
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EEE DAP NRE 


Accum. Depreciation - 
Comp&Eat 
FICA En 


se Taxes Payable 


FICA Emp Taxes Payable 
Medicare Empioyee Taxes 
Payabl 

Medicare Employer Taxes 
Payabl 

Long-Term Notes Payable 
Mortgage P: : 

Lonnie Crosby, Capital 


(Note: Account 
doesnt close) 
Lonnie Crosby, 
Sales-Hardware 
Sales-Wal! 
Sales-Floor 
Service Fees 
Cost of Sales-Hardware 
Cost of Sales-Wail 

Cost of Sales-Floor 

Deprec Exp-Furn & Fixtures 
Deprec Exp-Computers & 
Equip 


Drawing 


Account Type: 


Other Current Assets 
Other Current Liabilities 
Equity-doesn't close 
Equity- gets closed 
Expenses 

Expenses 

Expenses 

Expenses 

Expenses 

Expenses 

Expenses 
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Beginning Balances 


4; From the Maintain Chart of Accounts window, click 


| Account Beginning Balances | 


2. The Select Period window appears. Highlight From 12/1/10 through 
12/31/10. Beginning balances must be set for the previous month. 
The starting balance sheet on pages 447-448 is dated January 1, 
2011. This means that the period for entering beginning balances 
must be from December 1 through December 31, 2010 the month 
before the starting balances. 


Comment 


Select December 1 - 31, 2010 as your Chart of Accounts Beginning Balance period 
so that your journals will start on January 1, 2011. Your reports will be dated January 
31, 2011. Remember, Peachtree posts on the last day of the month. The December 

31, 2010 balances are the January 1, 2011 starting balances. 


3. Compare your Select Period window to the one shown below. Make 
sure From 12/1/10 through 12/31/10 is selected. 


Note: Be sure to enter your beginning balances 
| before you start entering transactions. 


Select Period to Enter Eo ing Ba jalances: 


Gg i 
From 2/1/11 through 2/28} an} 
From 3/1/11 through 3/31/11 


OK | Cancel / 


Check the Select Period window carefully. Once the beginning 
balance period is selected, you cannot change it later. 
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Sa ECT SE 


4. Click [ «| The Chart of Accounts Beginning Balances window 
appears. Observe that this window shows that you are going to enter 
Beginning Balances as of December 31, 2010. 


5. Lonnie Crosby and Samantha Currier purchased Samantha’s 
Service Merchandise in December 2010. Use the Balance Sheet 
below and on the next page to record the Chart of Accounts 
Beginning Balances. If you need to review how to record beginning 
balances, see Chapter 9 pages 305-309. 


Samantha’s Service Merchandise 
Balance Sheet 
January 1, 2011 
ASSETS 


Current Assets: 


Property and Equipment: 
15000 - Furniture and Fixtures 5,000.00 | waned 
15100 - Computers & Equipment 7,500.00 << 


15500 - Building 100,000.00 
Total Property and Equipment 112,500.00 


Total Assets 


LIABILITIES AND CAPITAL 


il 


Long-Term Liabilities: 
27000 - Long-Term Notes Payable 
27400 - Mortgage Payable 


20,500.00 
75,000.00 


Total Long-Term Liabilities $95,500.00 


Continued 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


448 Chapter 12 


Capital: 


71,195.00 


71,195.00 


39006 - Lonnie Crosby, Capital 


142,390.00 
$237,890.00 | 


6. When r are finished entering the beginning balances, click 


39008 - Samantha Currier, Capital 


Total Capital 


Total Liabilities and Capital 


7 
OK 
7. Close the Maintain Chart of Accounts window. 


BACKING UP BEGINNING BALANCES 


Follow these steps to back up the work completed so far. This backup 
saves the new company set on pages 437-442, the general ledger chart 
of accounts, pages 443-445, and the beginning balances, pages 446- 
448. 


1. From the Navigation Bar, select begenere ated 
Back up. 


> Click |_Backue_ | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 12 Starting 
Balance Sheet in the File name field. 


4. cick 


5. When the window prompts that This company backup will require 


approximately 7.13MB, click se . When the Back Up 


Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 12. 


: link to 


6. Continue or click File; Exit to exit Peachtree. 
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PARE TE SOON 


ACCOUNTS PAYABLE: VENDORS 


The next section shows how to set up Accounts Payab! 
where you set up information about the vendors who offer credit to 
Samantha’s Service Merchandise. Vendors offer Saman fae Service 
Merchandise a 2 percent discount for invoices paid within 10 days (2% 
10, Net 30 Days). 


e defaults. This is 


In Chapter 2, Vendors, you used Bellwether Garden Supply to explore 
Peachtree’s accounts payable system. The accounis p 3) 

provides the information needed for the entry that cred ie Ac 
Payable account and debits asset or expense accounts thai vendor 


invoices represent. Since the company set up in Chapter 4 amantha’s 
Service Merchandise, buys on credit from various vendors, the business 
wants to keep track of the amount owed and the due daies of bills. The 


accounts payable system does that. 


Follow these steps to enter vendor default information. 


E ee eses | | | SIR) 
1. From the Navigation Bar, select L== J; 


Set Up Vendor Defaults. The Vendor Defaults aa appea rs. 


2. Due in number of days is selected in the Standard Terms list. Type 
10 for the number of days in the Discount in field. Press <Tab>. 


3. Type 2 in the Discount % field; press <Tab>. 


4. Type 10000 in the Credit Limit field; press <Tab>. 


5. In the Expense Account field, click a] Select Account No. 12000, 
Merchandise Inventory. 


6. In the Discount GL Account field, click Q), Select Account No. 
59500, Purchase Discounts. 
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Vendor Defeuts = 


- 


Standard Terms Sets Default Terms for Purchases, Default for Crean Lirnit 


C COD. Net due in 30 = days 
C Prepaid 
(@ Due in number of days 


Discount in 
Discount % 2.00 
Credit Limit: fiooooco 


Sets Default Accounts tor new Vendor Records. t 
GL Link Accounts Expense Account can also be changed in es 


_ 
Expense Account fizooa Merchandise Inventory 
Discount GL Account {69500 Purchase Discounts 


C Due on day of next month 
C Due atend of month 


Make sure that the Expense Account field shows Account No. 12000, 
Merchandise Inventory; and that the Discount GL Account field shows 
Account No. 59500, Purchase Discounts. This sets up the default 
accounts for merchandise purchases and vendor discounts. 


In PCA, the Merchandise Inventory account contains summary 
information about the total cost of the merchandise on hand and 
available for sale. In addition, PCA tracks vendor discounts in 
Account No. 59500, Purchase Discounts. PCA also keeps a detailed 
inventory record for each item of merchandise in stock. PCA 
automatically updates subsidiary records every time there is a 
change in the Merchandise Inventory account caused by a purchase, 
sale, or return of merchandise. 


7. Click Rises | You are returned to the Vendors & Payables 


Navigation Center. 


L J; New Vendor. The Maintain Vendors window 
displays. Follow these steps to enter vendor information: 
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a. Inthe Vendor ID field, type JJHO6 (use a zero} then press the 
<Enter> key. 


b. In the Name field, type James Jarvis Hardware then press the 
<Enter> key four times. 


c. In the Mailing Address field, type 6220 Fountain Avenue then 
press the <Enter> key two times. 


d. Inthe City, ST Zip field, type Los Angeles then press the 
<Enter> key. Click on the down arrow [*] then select CA from the 
list of states. Press the <Enter> key. Type 90045 as the Zip 
code, press <Enter>. 


e. In the Country field, type USA then press <Enter> 
f. In the Vendor Type field, type hardware then press <Enter>. 


g. In the 1099 Type field, click on the down arrow |¥! and : 
Independent Contractor. Press the <Enter> key. Obse 
the Expense Account automatically displays 12000. This is t 
default Expense Account entered on page 449, step ©. 


h. Inthe Telephone 1 field, type 323-555-3211 then press <Enter> 
two times. 


i. In the Fax field, type 323-555-3213 then press <Enter>. 


j. In the E-mail field, type james@jarvishardware.com and then 
press <Enter>. 


k. Type www.jarvishardware.com in the Web Site fieid. Compare 
your Maintain Vendor window to the one shown on the next page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


452 Chapter 12 


ip Maintain Vendors 
Fie Edt GoTo Window Hep 
@ Chose ©iNew T)Lst (aiSave (2Save &New FH Delete = Change 1D FiEvent Seas 


ents 4. Outlook 
Maintain Vendors 


"vendor 1D: [2H06 Sj «| ) 
Name: [ames Jarvis Hardware 


Vendor Type: | 


1095 Type i 1099 Settings 
expense Account: |12000 ie 
Telephone | 


Maling Address {e220 Fountain Avenue 


Telephone 2: | 


tty, ST, Zip: [Los Angeles [ca [90046 
USA 
Country: 


Copy to Remit To Address 1 | 


9. Click on the Purchase Info tab. Follow these steps to complete the 
fields: 


a. Type 30-2139477 in the Tax ID Number field. Observe that the 
credit terms entered on page 449 are shown. Compare your 
Maintain Vendors/Purchase Info window to the one shown below. 


° Maintain Vendors Z z ASS a. ee pan oe : =|5) x) 


rents) Outloak [T) 
Maintain Vendors 
General | Addresses | 


+ Purchase Defaults ~~ ae Forin Options 
tch Delvery Method: © PaperForm © E-mail 
be! » E-mai purchase rep when using batch processing to send 
roms 


Ship Ve: [Arborne “+ | customize the ship methods 


| 


| Terms and Credit Sie 


[Use defautt terms » | 


The Ship Via field on this window shows Airborne. You complete shipping 
information when you set the defaults for inventory. 
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c. Click on the General tab. Add the next vendor. 


1) Vendor ID: 
Name: 
Mailing Address: 
City, ST Zip 
Country: 
Vendor Type: 
1099 Type: 


Expense Account: 


Telephone 1: 

Fax: 

E-mail: 

Web Site: 
Purchase Info: 


Tax ID Number: 


Terms and Credit: 


2) Vendor ID: 
Name: 
Mailing Address: 
City, ST Zip 
Country: 
Vendor Type: 
1099 Type: 


Expense Account: 


Telephone 1: 
Fax: 

E-mail: 

Web Site: 


Purchase Info: 


Tax ID Number: 


Terms and Credit: 


LLPO7 

Lester Lee Products 
2137 School Street 

San Diego, CA 97022 
USA 

floor 

Independent Contractor 
Defaults to 12000 
619-555-4389 
619-555-4384 
lester@leeproducts.com 
www.leeproducts.com 


31-2234988 
Defaults to 2% 10 Net 30 


RBF08 

Ronnie Becker Fabrics 
30012 Thunderbird Avenue 
Mesa, AZ 85233 

USA 

wall 

Independent Contractor 
Defaults to 12000 
480-555-3230 
480-555-4367 
ronnie@beckerfabrics.biz 
www.beckerfabrics.biz 


78-3455789 
Defaults to 2% 10 Net 30 


453 
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10. Check your vendor information carefully. When you are finished 
entering vendor information, close the Maintain Vendors window. 


How does vendor information work? The diagram below shows how 


vendor maintenance information, vendor default information and 
purchases and payments work together. 


Vendor Maintenance Information Vendor Default Information 


Terms: 2% 10, Net 30 Days Accounts: Accounts Payable; 
Merchandise Inventory (purchase 
Purchase Account: Merchandise Inventory | account): Purchase Discounts (discount 
GL account); Southern Bank (cash 
disbursed) 


Purchases/Receive Inventory and Payments 
Purchase Orde! 


Check to Vendor 


On the Vendors & Purchases Navigation Center, Peachtree illustrates 
its accounts payable system. In Chapter 12, you work with vendors, 
entering bills, credits and returns, paying vendor bill, and issuing 
checks for expenses and owners’ withdrawals, (Hint: To see 


Vendors, click oH 


Compare your Vendors & Purchases Navigation Center to the one 
shown on the next page. 
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% * Samantha's Service Merchandise - Peachtree Accounting 
Bis alysis Reports &Forms Services Window Help 


“es Business Status 


‘amano mi | 1 i i > excwaren ce 3211 $0.00) 
(2h Vendors & Purchases Jo j ; : es it} diaet 5 39 $0.00) 
erceemnneemenmenneenen (NN i i 08 7 “ker Fa rr: 20 «$0.00 
ay Inventory & Services it ue Ysa a > ' 


' ; 
& Employees & Payroll | 


| “Se Bankina | Purchase and Expense | 
4 ¢ q Orders 4 Tickets 4 
“og Company | 


| Shortcuts Customize 
Sales Invoice 1 | 
| Receive Money from Customet) 


| Bills - Pay Bill | : ee 
Customer List | ! :@ Ss es) 
E Vendor List | Void : Credits and ie 
| Find Transactions y | (kbete [Returns Reports Nr re é 
q General Journal Entry | Recently Used Vendor Repor Aged Payables 
: ai | Aged Payables 
a tet : i | 
% : i Cash Disbursement: 
4 Ex she i i | | Purchase Journal m3 
(Peachtree sl i | | Check Register  ¢ 
; Resource Center > j | Vendor Transaction \ Pi] 
| 
: i 
7 
i | checks & For 
ig Atene aif a ee = 
A ae a Sera RONEE oS a 


The Inventory & Services Navigation Center displays information and 
access points related to the company's inventory items. It includes a 
summary of item information, access to recently used inventory reports, 
and a graphic analysis of how the cost of sales is trending. In addition, 
the Inventory & Services Navigation Center shows the flow of inventory- 
related tasks and takes you where you need to go to perform those tasks. 
Peachtree’s inventory system is an example of another module within its 
user interface. 


In the next section, default information for inventory items is completed. 
Because the Merchandise Inventory account is increased or decreased 
for every purchase, sale or return, its balance in the general ledger is 
current. 
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Inventory Defaults 


Follow these steps to set up inventory items. 


EX Inventory & services | 

1. From the Navigation Bar, select ~ . Observe 
how the Inventory & Services Tasks are organized. The workflow 
diagram illustrates a sequence of conn« steps within 


Peachtree's inventory system. 


Assemblies , Prices 


Inventory 


‘ Purchase 
Service Tasks Orders 
workflow 
diagram : 
an os) 
Receive Ship ee 
Inventory 4 Packages 4 Packages 
4 Rae Wes 


Inventory 
Adjustments 


Inventory 


Inventory 
} Tkems 


2. Click ; Set Up Inventory Defaults. The Inventory Item 
Defaults window appears. 


3. Click on the GL Accts/Costing tab. In the Stock item row, click on the 
down arrow |*] next to FIFO in the Costing column. Select Average. 
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Comment 


Further study of inventory costing methods will be d 
Inventory & Services. 


These Defaults src used when creating new liems Click on the cells 2 access he 
entry tools. indnidual records can be changed as they are created in he Manton: 
inventory ems Screen 


Gi Freight Account 
5500 S] Shipping Charges This Gi Link is for Freaght Charges 
& Salesfinvoiong 


6. Make sure Average is selected in the Costing column. Click 


ead 


Inventory Items 


1. Click! 
inventory items. 


; New Inventory item. Follow these steps to add 


a. In the Item ID field, type 001hardware, then press the <Enter> 
key. 


b. In the Description field, type hardware then press <Enter>. 


Og 


SG SP 


PRESTO SIT IED HYSTA 


Coenen seer 
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c. In the Item Class field, select Stock item. Press the <Enter> key 
two times. 


d. In the Description: for Sales field, type restoration hardware 
then press <Enter>. 


e. Click on the right arrow Lt] in the Price Level 1 field. The Multiple 
Price Levels window appears. Type 150 in the Price field of Price 
Level 1, then press <Enter>. 


Multiple Price Levels 


Item ID: | Pie ih nh a § > Calculation 
Description: i q yi » Calculation 
Quantity on Hand: ir 
Last Cost: 


Calculation 
Calculation 

3 Calculation 

lo Salculation 
io Calculation 

iF o Calculation 
No Calculation 
‘No Calculation 
| No Calculation 


Comment: What if your Price Level 1 field does not display 150.00 but 1.50? 
Follow these steps to set the decimal point: 


From the menu bar, click Options, then Global. If necessary, select the 
Accounting tab. 

In the Decimal Entry field, click Manual. Make sure that the number 2 is 
shown in the Number of decimal places field. 


Click a . This sets your decimal place globally. That means from 


now on all numbers with decimal places will be set automatically; for 
example, 150 will display as 150.00. 


g. Type 50 in the Last Unit Cost field. Press <Enter>. 
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h. Accept the default for Account No. 40000, Sales-Hardware as the 


GL Sales Acct. 


Accept the default for Account No. 12000, Merchandise 
Inventory, as the GL Inventory Acct by press 


Accept the default for Account No. 50000, Cost of Sal 
Hardware as the GL Cost of Sales Acct by pressin 
three times. 


k. In the Item Type field, type hardware then press <Enter> two 


times. 


In the Stocking U/M field (U/M is an abbreviation for Unit of 
Measure), type each then press <Enter> two times. 


m. In the Minimum Stock field, type 10 then press <Enter> 


n. In the Reorder Quantity field, type 4 then press <Enter>. 


o. In the Preferred Vendor ID field, click [a Select James 


Hardware, JJHO06, as the vendor. Compare your Maintain 
Inventory Items window with the one below. 


‘© Maintain Inventory Ttems 


Fie 


Edt GoTo window Help 


& 


pes 


i ee . 7 oe Hie 4 ae 
Ge She ae Lege) New bale Ei Rega Aen Hes 


tem ID: [00 harcware fe inactive 


Description: [hardware { Subjectte Commission 


tem [Stockiem | Setdefeutte 


Ges 


torSales ¥ 


Price Level 1. (150.00 i GL Soles Acct [40000 =a] a] Soles-Hardware 


Last Unit Cost /50.00 GL CostofSales Acct 150000 [S| Cost of Saies-Hardware 


Cost Method: | Average “yi item Tax Type: |! [A] 


- pe 
Prete \JJHO6 i 
Stocking UM: feach = referred Vendor ID (S] 


f- General t Custom Fields | History | Eilts 


ciption —frestorationhardware 


GUnventory Acct [12000 [Es Merchandise Inventory 


UPC/ SKU: Oty on Hand: Gty Available: 
ee a.euone o.one00 10.00 


fon te. frardware i : Oty on SGs: Oty on POs: Reorder Quantity 


G.0G000 6.00000 4.00 


‘Location: | ros v | 


oe = ta 
Weight [0.00 Buyer ID: [ea] 
Beginning Balances: f| 
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p. Click L23%2_]. 
| 


Enter the following stock items: 


1) Item ID: 
Description: 
Item Class: 
Description for Sales: 
Price Level 1: 
Last Unit Cost: 
GL Sales Acct: 
GL Inventory Acct: 
GL Cost of Sales Acct: 
Item Type: 
Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


2) Item ID: 
Description: 
Item Class: 
Description for Sales: 
Price Level 1: 
Last Unit Cost: 
GL Sales Acct: 
GL Inventory Acct: 
GL Cost of Sales Acct: 
Item Type: 
Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


002wali 

wall 

select Stock item 

wall coverings 

100 

30 

40200 Sales-Wall 

12000 Vierchandise Inventory 
50500 Cost of Sales-Wall 


003floor 

floor 

select Stock item 

flooring 

160 

54 

40400 Sales-Floor 

12000 Merchandise Inventory 
57000 Cost of Sales-Floor 
floor 


2. Save then click Beginning Balances. The Inventory Beginning 
Balances window displays. Follow these steps to record beginning 


balances. 
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a. In the Item ID table, click on OO1hardware. Press the <Tab> key. 


b. In the Quantity field, type 90 then press <Enter>. 


c. In the Unit Cost field, type 50 then press <Enter> 
d. The Total Cost field displays 4,500.00. Press the <fEnter> key. 


e. Enter the beginning balances for walls and floors: 


Item ID Description Quantity Unit Cost Total Cost 

002wall wall 148 30 4,440.00 

003floor floor 200 54 10,800.00 
Inventory it Balances _ ee 


How co lenter these beginning balances? inventory Beginni .¢ Barance 


Item ID Description Quantity Unit C 
[03004 floor 200.00 [ a, 


ter ID Description 
hardware 


Quantity 


90.00 
148.00 


003fioor 


Total Beginning Balances 13,740.00 


f. Observe that the Total Beginning Balance is 19,740. ° You add 
additional inventory in Chapter 14, Inventory & Services.* Click 


A 
OK 


g. Close the Maintain Inventory Items window. 


if you compare the total beginning balance in inventory, $19,740, to the balance 
sheet on page 447, observe that the Merchandise Inventory account has a $27,740 
balance. Additional inventory valued at $8,000 is added in Chapter 14. 
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BACKING UP YOUR DATA 


Follow these steps to back up Chapter 12 data. This back up saves data 
to this point: new company setup, pages 437-442; general ledger chart of 
accounts, pages 443-445; beginning balances, pages 446-448; and 
accounts payable defaults, vendors, inventory defaults, and inventory 


items, pages 449-461. 


1. Select ip. 

2. Click | Backup | 

3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 12 Begin in 


the File name field. 


4. click La 


5. When the window prompts that This company backup will require 


7 
approximately 7.25MB, click xm .1. When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 12. 


6. Continue or click File; Exit to exit Peachtree. 
VENDORS & PURCHASES: PURCHASES/RECEIVE INVENTORY 


The Vendors & Purchases Tasks workflow diagram includes a selection 
for Enter Bills; New Bill. This selection takes you to the Purchases/ 
Receive Inventory window. In PCA, all information about a purchase is 
recorded in the Purchases/Receive Inventory window. Then, PCA takes 
the necessary information from the window and journalizes the 
transaction in the Purchase Journal. 


In Peachtree, the Purchases/Receive Inventory window is the Purchase 
Journal. On the Purchases/Receive Inventory window, you can enter 
vendor purchase invoices or receive inventory for purchase orders. 
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ge ee 


The Purchases/Receive Inventory window includes two tabs. 


e Apply to Purchase Order: When you select a ve 
purchase orders, Peachtree displays this tab, allow 
which purchase order to receive items againsi. 


Jor who has open 
ng you to select 


e Apply to Purchases: If you select a vendor with 
orders, by default Peachtree displays this tab, w! 
purchase that did not originate on a purchase ord 
items were included on the purchase invoice that are not inc 
the purchase order, you can add them here. 


ypen purchase 
J can enter a 


After recording vendor purchases in the Purchases/Receive [nv einen 
window, you can display or print the Purchase Journal by : 
Reports, then Accounts Payable and highlighting the Pur 
These steps are included in this chapter. Just eneniber: 
use the Purchases/Receive Inventory window you are also journalizi 
the Purchase Journal. 


Journal. 
n time you 


Purchases are posted both to the General Ledger and to the Vena 
Ledger or Accounts Payable Ledger. You can also apply purchass 
Inventory Items or Jobs. 


Purchases work hand in hand with paying bills. On the Vendors & 
Purchases Tasks flowchart, Pay Bills is one of the selections. Once you 
have entered and posted a purchase (vendor invoice), that invoice is 
available when you enter the Vendor's ID code in Payments. You can 
select the invoice, then save (post) the payment; PCA distributes the 


appropriate amounts. 


Recording Purchases: Purchases/Receive Inventory Window 


(Hint: This icon, LJ, means there is a flash video at 
www.mhhe.com/yacht201 1.) 


1. If you exited Peachtree, start Peachtree. Then, open Samantha's 
Service Merchandise and restore the Chapter 12 Begin.ptb backup 
file. 
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| ah ¥endors & hig, | 
2. From the Navigation Bar, select = 7 


New Bill. The Purchases/Receive Inventory window aiselaes @usarve 
that the window looks like a typical purchase order or invoice form. 


Check that both the A/P Account lookup field and GL Account field 
are shown on your Purchases/Receive Inve é pee window. If not, read 
the paragraph below the Purchases/Rece've !nventory window. 
(Hint: To see multiple lines in the Apply to Purchases table, use your 
cursor to enlarge the Purchases/Receive Inventory window.) 


ie Purchases/ Receive Inventory a = Bj x} 


Purchase [JG] | 


rog ship 
LJ Waiting on bill 


Customer invoice No 


Apply to Purchases: 0.00 


Unit Price 


0.00 | 


0.00 Invoice total 
0.00 Net due 


If the A/P Account lookup field and GL Account field are not shown, 
check your global settings. To do that, click Options, Global. If 
necessary, select the Accounting tab. The boxes in the Hide General 
Ledger Accounts section must be unchecked. (See steps 1-3 pages 
xili-xiv.) 

On the Purchases/Receive Inventory window, your cursor is in the 


Vendor ID field. There are three ways to select a vendor or add a new 
vendor. 
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SLOAN ARE 


> Inthe Vendor ID field, type a question mark <?> and the vendor 
list displays. 


> With the mouse pointer in the Vendor ID field, click on the right 
mouse button. The vendor list displays. 


>» Inthe Vendor ID field, click QI and the vendor list displays. 


The transaction that you are going to work is shown below. 
Date Transaction Description 
01/03/11 Invoice No. 56JJ was received from James Jarvis 
Hardware for the purchase of six curtain rods for a unit 
cost of $50.00 each, and a total of $300.00. 
(Samantha’s Service Merchandise classifies curtain 


rods as hardware.) 
3. In the Vendor ID field, select JJHO6, James Jarvis Hardware. 


The name and address information is automatically completed when 
you select an existing vendor. Observe that when you select James 
Jarvis Hardware, the Ship To, Ship Via, Terms, and A/P Account 
fields are automatically completed. 


4. In the Date field type 3 (or select 3). 
5. In the Invoice # field, type 56JJ and press the <Enter> key. 


6. Click on the Quantity field and type 6 then press the <Enter> key. 


7. Inthe Item field, click QI and select 001hardware. Accepi the 
description. Press the <Tab> key. Observe that the following 
purchase information is automatically completed: 


a. Description field, restoration hardware. 


3 : : 
If the A/P Account lookup field does not display, click Options, Global. The boxes in the Hide 
General Ledger Accounts section must be unchecked. (See pages xiii-xiv, Setting Global 
Options.) 
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b. GL Account 12000, Merchandise Inventory. (If the account name, 
Merchandise Inventory does not show, go to Options; Global, 
General tab. In the Line Item Entry Display area, make sure 2 
Line is selected; click OK. Click on the Purchases/Receive 
Inventory button on the taskbar to enlarge the window.) 

Unit Price 50.00. 

Amount 300.00. 

Invoice Total and Net Due, 300.00 

Vendor Balance on Jan 3, 2011: 0.00. 


™O2 ao 


ip Purchases/Receive Inventory a lo 
File Edt GoTo Window Help 


ix 


u ss . =) f : = 
Close New List lece «= Row AES same Evert Layout «= leport 


i}| Remit to: James Jarvis Hardware Ship to: 
6220 Fountain Avenue 
Los Angeles, CA 90046 USA 


= 


© | (vendor D: 


Samantha's Service Merchandise | ge NO. °1 $63) 


125 Peachtree Blvd. C drog ship 


Atlanta "]GA ]30301 


USA 


Customer SO No. Customer invoice No. Ter Ship via A/P account 


ae [> | Airborne v { 20000 y 


Apply to Purchases: 300.00 =e 


6.00 | O01hardware restoration hardware 
naa 


chemnse Inventory 


Vendor balance on Jan 3, 2011 {>| 0.00 


Read Me 


Ge On the Purchases/Receive Inventory window, if the Quantity, Item, Description, 
GL Account, Unit Price, and Amount table does not show multiple lines 
you can use the arrows next to the Job field to scroll through the multiple lines. Or, try using 
the cursor to enlarge the window. 


The number of lines on the Quantity, Item/Description table is determined by how the screen 
resolution is set. If your Purchases/Receive Inventory window shows one line on the Quantity, 
Item table, then your computer is probably set up for 800 X 600 pixels. If your screen 
resolution is set at 1024 X 768 pixels, your Purchases/Receive Inventory window shows 
multiple lines in the Quantity/Item area. To check your screen resolution, go to the desktop 
and right click; left click Properties, select the Settings tab. The screen resolution area shows 


the number of the monitor's pixels. 
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Invoice Total: The Invoice Total keeps a running iota! of the entry 
lines you have added to the Purchase Journal. Before you post a 
Purchase Journal entry, you should check to see that the amount 


field is the same as the total invoice amount (Nei Due) on the vendor 
invoice. 


The total that shows in the Amount field is automatically credited to 
the accounts payable account (Account No. 20000, Accounts 
Payable and the vendor account, James Jarvis Hardware). The 
information entered on the Purchases/Receive Inventory window will 
be recorded in the Purchase Journal. 


8. Click sear to see this entry in the Purchases Journal. 


Date Jan 3. 2011 
kreaice # 5645 


Inventory Items and Purchases: Since you entered an Inventory Item 
(hardware), the debit amount is shown in the merchandise inventory 
account (Account No. 12000). (On page 449, step 5, you set up the 
Expense Account default for Account No. 12000, Merchandise 
Inventory.) 


¢ 
9. Click to return to the Purchases/Receive Inventory window. 
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bal 
10. Click to post this entry. The Purchases/Receive Inventory 


window is ready for the next transaction. When you enter and post 
purchases of inventory items, three things happen: 


a. The amount or stock level of the item is updated. 


b. The Average Cost is updated based on the Unit Price entered. 
Average cost is computed using the weighted-average method 
for inventory. The Average Cost is used by PCA to compute Cost 
of Goods Sold when these Inventory tems are entered as Sales. 


c. For Stock-Type items, the Inventory account is debited and 
Accounts Payable is credited (debit, Account No. 12000, 
Merchandise Inventory; credit, Account No. 20000, Accounts 
Payable/Vendor.) 


Additional Purchases 


The following transactions need to be entered in the Purchases Journal. 


ve 
Remember to click after each transaction to post. 


Date 


01/20/11 


01/20/11 


01/20/11 


Transaction Description 


Invoice 90 was received from Lester Lee Products for 
the purchase of eight rolls of vinyl flooring at $54 each, 
for a total of $432. (Hint: Select 003floor as the 
inventory item.) 


Invoice 210 was received from Ronnie Becker Fabrics 
for four pairs of curtains at $30 each, for a total vendor 
invoice of $120. (Hint: Select O02wall as the inventory 
item.) 


Invoice 78JJ was received from James Jarvis 
Hardware for the purchase of 10 curtain rods at $50 
each, for a total of $500. (Hint: Select O01hardware as 
the inventory item.) 
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SLOSS TAO RSET 


CASH PURCHASES: Write Checks Window 


Samantha’s Service Merchandise pays cash for some purchases. 
Usually these cash disbursements are for expenses. All payments of 
cash are recorded in the cash disbursements journai/. Follow these 
steps to see how cash purchases are entered. 


Read Me: 


OO 


The Write Checks window is a simplified version of the Payments window. Both the 
Write Checks window and the Payments window post to the Cash Disbursements 
Journal. 


1. From the Vendors & Purchases Navigation Center, click ' 


make sure Southern Bank is selected. Then, click ce 


Write Checks window displays. 
Date Transaction Description 
01/24/11 | Samantha’s Service Merchandise issued check 3030 in 


the amount of $160 to Dennis Allen for cleaning (debit 


Account No. 70000, Maintenance Expense). Print Check 
No. 3030. 


Comment 


Your Write Checks window will show a cash account balance in the Balance field. Your 
Cash Account Balance field shows the same amount as the January 1, 2011 balance 
sheet, page 447, Southern Bank. 


2. Click on the Pay to the order of Name field and type Dennis Allen. 
3. Type 24 in the Date field and press <Enter>. 


4. Type 160 in the $ field. 
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5. In the Expense Account field, select Account No. 70000, 
Maintenance Expense. 


Write Checks _ -l/6|x 
Fle Edt GoTo Window Help 


2 2 & 8 aoe oe 


Payment 


Samantha's Service Merchandise 


Cash account 


7 ’ eck numbe 
=] 
Vendor | 10200 A | 


Southern Bank 
One Hundred Sixty and 00/100 


Cash account balance 


Expense account: | 70000 sit Description: | Maintenance Expense 


Printing the Check 
Follow these steps to print the check: 


1. The Write Checks window with Dennis Allen’s check should be 
displayed. 


2. Click Lo 


3. Type 3030 in the First check number field. 


Comment 


Step 4 instructs you to select OCR AP Laser Preprinted as the form to print. If this form 
does not print, select another one. The form you select is tied to the kind of printer you 
are using. Depending on your printer, you may need to make a different selection. 


4. The Print Forms: Disbursement Checks window appears. Click . 
Then select OCR AP Laser Preprinted to highlight it. 
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Print Forms: Disbursement Checks 


Selectaformto print 
OCR AP Laser Preprinted 
OCR AP Preprinted Continuous 
OCR Mult-Purs AP Continuous 
OCR Multi-Purp AP Detail Cant 
|} OCR Multi-Purp AP Detail Laser 
OCR Multi-Purpose AP Laser 


ANSI] Carmpliant Format. Use with preprinted laser A/P checks. Use Peachtree forms PyvLAbt 
or LAPS8. Compatible with envelope CE15. 


Cancel ee) Help | 


5. Click 


6. The Print Forms: Disbursements Checks window appears. The Use 
this form field shows OCR AP Laser Preprinted; the First Check 


Number shows 3030. (Hint: The check number, 3030, was entered 
on page 470, step 3.) 


— Firstchecknumber. faas0- — j [Pint | 


St 3: ¢ 
| : a i i jew | 
Use this form: OCR AP Laser Preprinted: SelectForm | i ae Preview} 


Number of copies: fi 


| Form ae 
Cancel = 


Printer-— : = : : BI ee pee 


Name HP LaserJet P4014/P4015 PCL Printer Sewp | 
Type —- HP LaserJet P4n14/P40is PCLE- | 
4 


sf 
| 
Where: = DOT4_001 : | 


Comment 
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7. Peachtree automatically sequences check numbers after the first 
ere | 


one is entered. Click . The check starts to print. 


Dennis Allen heck Number 3030 
heck Date Jan 24 2011 


Heck Amount $16000 
Item to be Paid - Description Dis count Taken Amount Paid 


Maintenance Expense > 160.00 


Check Number. 3030 Jan 24, 2011 


Memo 


One Hundred Sixty and 00/100 Dollars 


Dennis Allen 


Comment 


If your check does not show the same amount, go back to the Write Checks window 
=) | 

and click List |. Double-click Check No. 3030, 1/24/2011; the Write Checks window 

appears. Make the necessary corrections. When you reprint Check No. 3030, Duplicate 

will be shown on the printout. 


After you print a check, the Write Checks window is ready for another 
payment. Remember, the check form that you select is tied to the kind 
of printer you are using. If necessary, select a different form to print. 


8. Record the additional payments shown below. Since you are not 
going to print Check Nos. 3031-3035, type the appropriate check 
number in the Check Number field on the Write Checks window. 
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Date 


01/24/11 


01/24/11 


01/24/11 


01/25/11 


01/25/11 


“Re Edt GoTo Window Help — : 
@cose © New %Open 4 Prnt settings Refresh 18 Send To - 


Date Range: i Pernod x] 81/01/2011 to G1/31/2011 Write Checks List 


Transaction Description 


Samantha’s Service Merchandise issued Check No. 
3031 in the amount of $41.00 to the U.S. Post Office 
(Hint: Since you are not going to print checks, type 
Check No. 3031 in the Check Number field. Click 


seve | after each entry.) 
Issued Check No. 3032 in the amount of $107.65 to 
Boulevard Office Supplies for letterhead paper, 
envelopes, and note pads. (Debit Account No. 75500, 
Supplies Expense. ) 


Issued Check No. 3033 in the amount of $72.14 to 
SMI Phone Co. 


Issued Check No. 3034 to Lonnie Crosby for $500. 


Issued Check No. 3035 to Samantha Currier for $500. 


| to see if you have issued Check Nos. 3030 through 


Search for: [Enter Search Text 


|| Tasks 
View all purchase orders 
View all purchases 
View all vendors 
View all vendor credit memos 3 i 1/25/2011 


Reports 
Aged Payables 
| Cash Requirements 
| Check Register 
Job Ledger 
Vendor Ledgers 
Vendor Transaction History 


Be Verndors & Purchases | 


| | Checks Listed: 6 
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10. If you have any transactions to edit, highlight the line. Double-click. 
When the Write Checks window appears, make the necessary 


vas 
corrections. Remember to click _22""_ for any revised transactions. If 
no corrections are needed, close the Write Checks List window. 


11. Close the Write Checks window and the Write Checks List window. 
PURCHASE RETURNS: CREDITS & RETURNS 

Sometimes it is necessary to return merchandise that has been 
purchased from a vendor. When entering a purchase return, you need to 
record it as a vendor credit memo. 

The following transaction is for merchandise returned to a vendor: 


Date Transaction Description 


01/25/11 Returned one roll of viny! flooring to Lester Lee Products, 
Invoice 90 and paid the invoice on the same day. 


Follow these steps to enter a purchase return: 


1. From the Vendors & Purchases Navigation Center, click } 
New Vendor Credit Memo. The Vendor Credit Memos window 
appears. 


2. In the Vendor ID field, select Lester Lee Products. 

3. Type 25 in the Date field. 

4. Type VCM90 in the Credit No field. For the credit number you are 
using the abbreviation VCM for Vendor Credit Memo, then the 


invoice number. 


5. The Apply to Invoice No. tab is selected. Click on the down-arrow to 
select 90. 
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Observe that the Item, Quantity, Description, GL Account, and Unit 
Price fields are completed. 


6. Type 1 in the Returned field; Press <Enter>. After you type 1 in the 
Returned field, the Amount field shows 54.00. Also, notice that the 
Credit Applied. to Invoice shows 54.00. This agrees with the Credit 
Total. 


Vendor ID: | LLPO7 [S| 
Remit to: Lester Lee Products 


2137 School Street 
San Deigo, CA 97022 USA 


Terms Return authorization AJP account 


i looks i 
vl [rely to Purchases: 0.00 A 


Description GL Account Unit Price 


Apply to Invoice No.: 
Quantity 


Returned 


Merchandae Tneatory 


Other applied payments 


Credit applied to invoice 


Vendor balance on Jan 25, 2011 [>] 0.00 


7. To see how the vendor credit memo is journalized, click (= 
Notice that Account No. 12000, Merchandise Inventory, is credited 
for $54.00 and Account No. 20000, Account Payable, is debited for 
$54.00. Compare your Accounting Behind the Screens to the one 
shown on the next page. 
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lAccounting Behind the Screens 


Date: Jan25,2011 
Credit# VCM90 


Purchases Journal Cash Disbursements Journal 


a 
8. Click to close the Accounting Behind the Screens window. 


9. Click to post, then L'*_| the Vendor Credit Memos window. 


Paying a Vendor, Minus a Return of Merchandise 


How does the return of merchandise affect the payment to the vendor? 
Follow these steps to pay Invoice No. 90 !ess the return. 


1. From the Vendors & Purchases Navigation Center, select 
| 
| Pay 


| Bills 


J, Pay Bill. The Payments window appears. 
Date Transaction Description 


01/25/11 Samantha’s Service Merchandise issued Check No. 
3036 to Lester Lee Products in payment of Invoice No. 
90 (less the return of merchandise). Print Check No. 
3036. 
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2. Inthe Vendor ID field, select Lester Lee Products. 


3. Type 25 in the Date field. Observe that the Apply to Invoices tab is 
selected and that the Invoice, 90; Date Due (Feb 19, 2011) and 
Amount Due 378.00 fields are completed. Samaniha’s Service 
Merchandise owes Lester Lee Products $378 ($432, original invoice 
amount, less the $54 return). Lester Lee Products extends a 2% 
vendor discount to Samantha’s Service Merchandise. Type 7.56 in 
the Discount field (.02 x 378 = 7.56). Press <Enter>. Observe that 
the Pay box is checked. The payment was calculated as follows: 


Jan. 20 Invoice 90 $432.00 
Jan. 25 Less, VCM90 54.00 
Jan. 25 Less, Purchase discount 7.56 
Total Paid $370.44 


Compare your Payments window to the one shown below. Make sure 
that Discount field is shows 7.56 and that the Discount Account field 
shows Account No. 59500, Purchase Discounts. 


‘° Payments oS 
| Fle Edt GoTo Window Help 


Se Se 4 & = Gok 
& Noy Uist,” Save” Fant * wee & oe Wed ey nes eee 


[7 Electronic payment Samantha's Service Merchandise Check number: fie 


i 
Date: | Jan 25, 2011 BE Cash 
vendor | w || LPO? ‘ | [1o2c0 


Three Hundred Seventy and 44/100 ****4**0***sa<ssanseesnnansnermnasenseens: Dollars 


Cash account baiance 


[oom] 


Pay tothe jMail To 
order of: = 


2137 Schaol Street 
Addeess Lig e) 


San Deigo [ca | 97022 
USA | Memo: i | H 


Apply to Invoices: 370.44 [Apply to Expenses: 0.00 Cl erepayr 
Invoice Date Due Amount Due Description oe (discount Amount Paid Pay 


Discount account | 59500 i 
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>» Troubleshooting Tip: What if your Cash Account Balance field 
does not show an amount? Close the Payments window without 
saving. Then, from the menu bar, go to Options; Global. A 
checkmark should be placed next to Recalculate cash balance 
automatically in Receipts, Payments, and Payroll rei If 
necessary, click on the appropriate field, then UK |. Go back 
to step 1, on page 476. 


4 ek LB 


5. The Print Forms: Disbursement Checks window displays. Type 3036 
in the First Check Number field. 

6. The Use this form field shows OCR AP Laser Preprinted. If this 
selection is not made, click L°®""'"""_ then select OCR AP Laser 


Printed. Click | Check No. 3036 starts to print. Make sure 
the check amount is $370.44. 


7. Close the Payments window. 
8. Record the following purchase return and payment: 
Date Transaction Description 


01/28/11 Returned two curtain rods (001hardware) to James 
Jarvis Hardware, Invoice No. 78JJ; VCM78JJ. 
Samantha’s Service Merchandise paid $50 each for 
the two curtain rods; credit total, $100.00. 


01/28/11 Issued Check No. 3037 to pay James Jarvis Hardware 
for Invoice No. 78JJ (minus returned merchandise). 
(Hint: Type the check number in the Check Number 
field instead of printing it. The discount is 8.00) 
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EEO RINSED 


PAYING SPECIFIC VENDOR INVOICES 


Once you have entered a vendor invoice in the Purchases/Receive 
Inventory window, you can apply payments to specific invoices. You 
enter the vendor invoice using the Purchases/Receive Inventory window; 
then when you post, the purchase journal is updated. To pay for the 
merchandise purchased, you select the specific invoice from the vendor's 
transaction list. When you print a check, you are also posting to the cash 
disbursements journal. The journal entry below shows a specific vendor 
payment. 


You should take advantage of both the Purchases/Receive Inventory and 
Payments features. Because amounts are disbursed and discounts are 
tracked automatically, your job is made easier. This also provides a 
detailed and complete audit trail. An audit trail is the path from the source 
document to the accounts. (Refer to pages 197-205 for more information 
about Peachtree’s internal controls and audit trail.) 


The diagram below shows how Purchases/Receive Inventory works 
together with Payments. 


Purchases/Receive Inventory 


Enter the Vendor Invoice 


Payments 


Apply the Vendor Invoice as a Check 


Print Checks 


Print the Disbursement Check 
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Date Transaction Description 


01/28/11 Issued Check No. 3038 to Ronnie Becker Fabrics in 
payment of Invoice No. 210. 


Follow these steps to pay vendor invoice 210: 


1. From the Payments window, select Ronnie Becker Fabrics as the 
vendor. 


2. If necessary, type 3038 in the Check Number field. 
3. Type 28 in the Date field. 


4. The Apply to Invoices tab should already be selected. For Invoice 
No. 210, click on the Pay box. 


5. Click L22%2_] to post. 


Editing Payments 


If you have already paid a vendor, you can edit payments. Follow these 
steps to see what vendors have been paid: 


1. Display the Payments window. 


[F=| 
2. Click | The Payment List window appears. Compare your 
Payment List window to the one shown on the next page. 
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'@ Payment List 
Fle Edt GoTo Window Help ee es 
@Close New AOpen = Print GSettngs C'Refresh is Send To ~ 


Date Range: [This Period =] 01/01/2011 to 01/31/2011 
Search for: [Enter ‘Search Text in |Customer/Vendor iD kd | 


Tasks 
View all purchase orders 
View all purchases 
View all vendors 
View all vendor credit memos | 


Reports 
Aged Payables 
Cash Requirements 
Check Register 
Job Ledger 
Vendor Ledgers 
Vendor Transaction History 


@& venders & Purchases 


Payments Listed: 9 


3. If you need to edit a payment, double-click on the appropriate one. 
Or, if no corrections are needed, close the Payment List window. 


4. Make any necessary changes, then post. 


5. When you are finished close the Payments window. 


PRINTING THE PURCHASE JOURNAL AND CASH 
DISBURSEMENTS JOURNAL 


Observe that the Vendors & Purchases Navigation Center shows the 
following sections. 


e Vendors & Purchases Tasks: The flowchart that shows the 
Peachtree’s accounts payable system. 

e Vendors: Each vendor is shown. You can link to individual vendors 
or View Detailed List. 

e Recently Used Vendor Reports: You can link to view or print 
vendor reports from this section or View All Vendor & Purchases 
Reports. 
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(© Select a Report or Form 
File Edit GoTo Window Help 


@ x 


Close 


Reports 


|=) Aged Payables 


ie 
7) General L = (=) Cash Disbursements Journal 


=) Cash Requirements 
=| Financial Statements S 
|=) Check Register 
& —_s 1a] Glectronic Payment Register 

(& 3ob Reports |e) Items Purchased from Vendors 


& Account Reconciliation [-) Purchase Journal 

(2 Purchase Order Journal 
Fe] Time /Expense Reports 

Me (2) Purchase Order Register 
iE =| Company Reports hes 
[2) Purchase Order Report 
i& Report Groups 


je) Vendor Ledgers 
Biv Jor List ber. The Vendor Master Fie Uist 
| |e) Vendor Management Detail 


| |L2) Vendor Master File List 


|.) Vendor Transaction History 


e Aged Payables: From this section, graphs or tables may be 
viewed. 


“Graph Table 


B 31-60 
D 61-90 
BB over 90 days 


View Aged Payables Report 


e Peachtree Solutions: Checks and Forms and Online Bill Pay are 
available through third party vendors who supply checks and 
online services to Peachtree. 


Checks & Forms Online Bill Pay 


1. From the Recently Used Vendor Reports area, go to the Purchase 
Journal Print or View link. 
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2. If you selected Print, the Modify Report - Purchase Journal window 


appears. Click Lu J. (Hint: If you selected View, the Purchase 


Journal appears. ) 7 
3. The Print window appears. Click aa | 


Samantha's Service Merchandise 
Purchase Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Fitter Critena mchides: 1) includes Drop Shipments. Report order is by Date. Report is printed in Detail Format 


Account ID Invoice/CM # Line Description Debit Amount 
Account Description 


13/14 12000 56d restoration hardware 300.00 
Merchandise inventory 
20000 James Jarvis 
Accounts Payable Hardware 


120011 12000 wall coverings 
Merchandise inventory 
20000 Ronnie Becker Fabrics 
Accounts Payable 


20/44 12006 b restoration hardware 500.00 
Merchandise inventory 
20006 James Jarvis 
Accounts Payable Hardware 


120/41 42006 flooring 
Merchandise inventory 
20000 Lester Lee Products 
Accounts Payable 


4/25/14 12000 ficering 
Merchandise inventory 


20000 Lester Lee Producis 
Accounts Payable 


28/11 42000 VCM78iJ restoration hardware 
Merchandise inventory 
20000 James Jarvis 100.00 
Accounts Payable Hardware 


1,506.00 4,506.06 
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4. To print the Cash Disbursements Journal, close the Purchase 
Journal. Link to Print (or View) for the Cash Disbursements Journal. 


Samantha's Service Merchandise 
Cash Disbursements Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Crtena includes: Report order is by Date. Report is printed in Detail Format 


Date Check # Account!ID Line Description Debit Amount Credit Amount 


1/24/11 70000 Maintenance Expense 160.00 
10200 Dennis Allen 


1/24/11 73500 Postage Expense 41.00 
10200 U.S. Post office 


1/24/11 75500 Supplies Expense 107.65 
10200 Boulevard Office Supplies 


1/24/11 76000 Telephone Expense 72.14 
10200 SMI Phone Co 


1/25/11 39007 Lonnie Crosby, Drawing 
10200 Lonnie Crosby 


1/25/11 39009 Samanta Currier, Drawing 
10200 Samantha Curner 


1/25/11 59500 Discounts Taken 
20000 Invoice: 90 
10200 Lester Lee Products 


1/28/11 59500 Discounts Taken 
20000 Invoice: 78JJ 
10200 James Jarvis Hardware 


1/28/11 59500 Discounts Taken 2.40 
20000 Invoice: 210 120.00 
10200 Ronnie Becker Fabrics 117.60 


2,278.79 2,278.79 


Comment 


Observe that the Line Description on the Cash Disbursements Journal shows the 
account name (e.g. Account No. 70000, Maintenance Expense) for the debit amount. 
The person to whom the check was written (e.g. Dennis Allen) is shown for the amount 
credited. Your Line Description fields may differ. 


VENDOR LEDGERS 


Follow these steps to print a Vendor Ledger for Samantha’s Service 
Merchandise. 


1. From the Recently Used Vendor Reports area, link to View All Vendor 
& Purchases Reports. The Select a Report or Form window appears. 
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2. Double-click Vendor Ledgers then make the selections to print. 


Samantha's Service Merchandise 
Vendor Ledgers 
For the Period From Jan 1, 2011 to Jan 31, 2011 


Filter Criteria includes: Report order is by ID. 


Vendor ID Date Trans No Type Paid Debit Amt Credit Amt Balance 
Vendor 


JJHOS V/3/11 56JJ PJ 300.00 300.00 


James Jarvis Hardware 1/20/11 78JJ PS . 500.00 
1/28/11 VCM78JJ PS 4 100.00 
1/28/11 3037 CDJ 8.00 8.00 
4/28/11 3037 CDJ 400.00 
LLPO7 4/20/11 90 PJ S 432.00 
Lester Lee Products 1/25/11 VCM90 PJ $ 54.00 
4/25/11 3036 CDS 7.56 7.56 
4/25/14 3036 CDs 378.00 
RBFO8 1/20/11 210 PJ i 120.00 
Ronnie Becker Fabrics 1/28/11 3038 CDJ 2.40 2.40 
1/28/11 3038 CDJ 420.00 


Report Total 


1,069.96 


3. Close the Vendor Ledgers. 


PRINTING THE GENERAL LEDGER TRIAL BALANCE 


1. In the Reports list, highlight General Ledger. Then, select General 
Ledger Trial Balance. 


2. Make the selections to print. Compare your printout with the one 
shown on the next page. 
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Samantha's Service Merchandise 
General Ledger Trial Balance 


Account! 


10200 
10400 
12000 
13000 
14000 
15000 
15100 
15500 
20000 
27000 
27400 
39006 
39007 
39008 
39009 
59500 
70000 
73500 
75500 
76000 


Account Description 


Southem Bank 

Wells Savings & Loan 
Merchandise Inventory 
Supplies 

Prepaid Insurance 
Furniture and Fixtures 
Computers & Equipment 
Building 

Accounts Payable 
Long-Term Notes Payable 
Morngage Payable 

Lonnie Crosby, Capita! 
Lonnie Crosby, Drawing 
Samanta Currier, Capital 
Samanta Currier, Drawing 
Purchase Discounts 
Maintenance Expense 
Postage Expense 
Supplies Expense 
Telephone Expense 


Total: 


3. Close all windows. 


As of Jan 31, 2011 
Filter Critena includes: Report order is by 1D. Report is printed in Detail Format 


Debit Amt Credit Amt 


71,239.17 
20,000 00 
28,938 00 
1,750.00 
2,400.00 
5,000.00 
7,500.00 


300.00 
20,500.00 
75,000.00 
71,195.00 
71,195.00 


17.96 


238,207.96 


BACKING UP CHAPTER 12 DATA 


Follow these steps to back up Chapter 12 data. 


1. From the Navigation Bar, select "=~ 


Back up. 


2. Click L_Beckue _ | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 12 in the 
File name field. 


4, cick 
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5. When the window prompts that This company backup will require 


approximately 7.29MB, click a | When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 12. 


6. Continue or click File; Exit to exit Peachtree. 


EXPORT REPORTS TO EXCEL 


Follow these steps to export the following Peachtree reports to Excel: 
Chart of Accounts, Purchase Journal, Cash Disbursements Journal, 
Vendors Ledgers, General Ledger Trial Balance. 


1. From the menu bar, select Reports & Forms, select Genera! Ledger. 
Double-click Chart of Accounts. The Chart of Accounts appears. 


Expand the Account Description column. (Click Ez to widen the 
column.) 


Za. Click . On the Copy Report to Excel window, accept the 
default for Create a new Microsoft Excel workbook. In the Report 
header option field, Show header in Excel worksheet is selected. 


{ File option 
fe Create a new Microsoft Excel workbook 


Cancel | 


inlet ietinel 


Report header option 


[ Use freeze panes (headers and labels are visible) 


— Send header to Page Setup in Excel 
[ Enable automatic column filtering (Auto-tite) 


3. Click [ox | The chart of accounts exports to Excel. 
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4. Save. Use the file name Chapter 12_CofA_PJ_CDJ_VL_GLTB. 
xlsx. (Abbreviations are Chart of Accounts, Purchase Journal, Cash 
Disbursements Journal, Vendor Ledgers, and General Ledger Trial 
Balance.) 


5. Go back to Peachtree’s Select a Report or Form window. In the 
Reports list, select Accounts Payable. Double-click Purchase 
Journal. 


6. Click 2 On the Copy Report to Excel window, select Add a new 
worksheet to an existing Microsoft Exce! workbook. 


@ Add a new worksheet to an existing Microsoft Excel workboo! 


Excel options — - Report header option 


IV Use freeze panes (headers and labels are visible} Send header to Page Setup in Excel 
[ Enable automatic column filtering (Auto-filter) ( Show header in Excel worksheet 


7. Click to go to the appropriate file. (Hint: File name is 


Chapter 12_CofA_PJ_CDJ_VL_GLTB.xlsx.) Click [Oven] You 
are returned to the Copy Report to Excel window. Observe that the 
K 


Browse field shows the location of the file selected. Click 0 


8. Observe that two sheets are shown at the bottom of the Excel file: 
Chart of Accounts and Purchase Journal. Save the file. 


9. Repeat steps 5, 6, 7, and 8 to export the Cash Disbursements 
Journal, Vendor Ledgers, and General Ledger Trial Balance to the 
Excel File. There should be five sheets: Chart of Accounts, Purchase 
Journal, Cash Disbursements Journal, Vendor Ledgers, and General 
Ledger Trial Balance. When you are through, the Excel file has five 
sheets. 
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10. Save. Exit Excel. 
INTERNET ACTIVITY VY 
1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 
2. | Link to Student Edition. we 
3. | In the Choose a Chapter field, select Chapter 12. Observe that the Quizzes 


and More Resources list includes additional activities. In the Course-wide 
Content list, link phere Activities; then It link to Part 3 Internet Activities for 


Chapter 12-15. Select |__> 


1-4. 


activity. 


find. Include all appropriate website addresses. 


6. | Using a word processing program write a brief summary of what you 


4. | Complete the ACCOUNTING LIST — Chapter 12 € exercise. Read steps 


5. | Follow the steps shown on the book’s website to complete this Internet 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


1. Going to the net, page 489-490. 
2. True/Make true questions, pages 490-492. 


3. Exercises 12-1 and 12-2, 493-500. 
4. Assessment rubric, pages 500-501. 
5. Analysis question, page 501. 
6. Chapter 12 Index, page 502. 


GOING TO THE NET 


Watch videos at http://www.peachtree.com/productsServices/whatsNew/. 
Link to Watch the Short Video Let Ellie walk you through some of the 


new features of Sage Peachtree 2011. (Going to the Net links are on the 
textbook website at www.mhhe.com/yacht2011; link to Student Edition, 


select Chapter 12.) Answer the questions on the next page. 
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1. Why did Ellie's small business upgrade to Peachtree 2011? 


2. In Ellie's video, what specific feature is shown that controls multiple 
jobs, bills customers for services, and controls inventory? 


The website http://www.peachtree.com/productsServices/whatsNew/ also 
includes additional videos in the Sage Peachtree Product Features list. 


Watch those videos too. 


True/Make True: Write the word True in the space provided if the 
statement is true. If the statement is not true, write the correct answer. 


1. Accounts Payable is money you pay to customers. 


2. Vendor default information needs to be set up to establish the criteria 
used when computing vendor discounts. 


3. Each time you use the Write Checks window, you are journalizing in 
the Cash Disbursements Journal. 
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4. The purchase discount offered to Samantha’s Service Merchandise 
from their vendors is 2% 10, Net 30 Days 


5. Each time you use the Payments window, you are journalizing in the 
Purchases Journal. 


6. The merchandise that Samantha’s Service Merchandise buys from 
Ronnie Becker Fabrics is classified as wall coverings. 


7. The detailed types list includes chart of accounts numbers with five 
digits. 
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8. The Maintain Vendors window is used to enter information about 
vendors from whom you purchase merchandise. 


9. All accounting software applications, regardless of the size of the 
company, are the same. 


10. Each accounting software application (for example, Peachtree, 
QuickBooks, and Microsoft Dynamics GP) has a unique system 
design. 
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Exercise 12-1: Follow the instructions below to complete Exercise 12-1. 


1. Start Peachtree. From the menu bar, select File; New Company. 
(One company should be open.) Set up a retail business using your 
first and last name; for example, Your Name Sales & Service. For 
the address, use 1005 Oak Street; Norcross, GA 30010; telephone, 
404-555-3203; Fax, 404-555-1734. Your company is a Sole 
Proprietorship. For the Tax ID information, use the following: 


Federal Employer ID: 23-8173340 
State Employer ID: 52-5198733 
State Unemployment ID: 525430-2 


Leave the Web Site and E-mail address fields blank. 


2. At the New Company — Setup; Chart of Accounts window, select 
Copy settings from an existing Peachtree Accounting company. 


3. Highlight Samantha’s Service Merchandise (or, your name Service 


Merchandise), then click LN? 


4. Observe that the information on the Copy Company Information 
window includes a selection for Accounting Periods. Since this 
company is using the same accounting period (January 1 - 31, 2011) 
as Samantha’s Service Merchandise, leave that box checked. To 
enter a different accounting period, click on the Accounting Periods 
field to uncheck it. For purposes of Exercise 12-1 accept all the 
defaults on the Copy Company Information window by clicking on 
[_New> | 


5. Read the information about the Accounting Method. Accept the 


default for accrual accounting by clicking on Liu. 


6. Accept the default for Real Time posting by clicking on Lu 


7. At the Create a New Company -— Finish window, click [_frrish | 
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8. Close the Setup Guide. (Hint: Click on the box next to Don’t show 
this screen at startup to place a checkmark in it.) 


9. Make sure the Period shows Period 14 - 01/01/11-01/31/11 
[i Pano 1 -01/01/11-04/30711] 


General Ledger 


1. Delete the following accounts: 


3900A Owner's Draw 
40400 Sales-Floor 


Change the following accounts: 


10200 Southern Bank First Bank 

10400 Wells Savings & Loan Norcross Savings & Loan 

39009 Owner's Contribution Student Name, Capital 
(Equity—doesn't close) 


40200 Sales-VWall Sales-Tools 
50500 _ Cost of Sales-Wall Cost of Sales-Tools 
57000 Cost of Sales-Floor Cost of Sales 


Add the following account: 
39010 Student Name, Drawing Equity-gets closed 

2. Use the Balance Sheet to record chart of accounts beginning 
balances. You purchased the retail business in December 2010. 
Remember to select the period From 12/1/10 through 12/31/10. 
Record beginning balances as of December 31, 2010. 


The January 1, 2011 balance sheet is shown on the next page. 
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Student Name Sales & Service 
Balance Sheet 
January 1, 2011 


ASSETS 


Current Assets 


10200 - First Bank $62,500.00 | 


——_—_}—_— 


10400 - Norcross Savings & Loan 12,300.00 | 


silos Pree 
ii incall 
550000) 
; 
Stas sn 
LIABILITIES AND CAPITAL 5 
i oie 
= 
i ee 
Se 
=o 


$70,000.00 


39009 - Student Name, Capital 
Total Liabilities and Capital 


116,950.00 


2 


Print the chart of accounts. 


— 


Print the balance sheet. 


on 


Back up. The suggested file name is Exercise 12-1 Starting 
Balance Sheet.ptb. 
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Accounts Payable 


Follow the instructions below to set up vendor information. 


1. From the Vendors & Purchases Navigation Center, click | ess). 


Set up Vendor Defaults. Make sure the follow defaults are set. If not, 


set them up. 

Standard Terms: Due in number of days 
Net due in: 30 days 

Discount in: 10 days 

Discount %: 2.00 

Credit Limit: 10,000.00 


GL Link Accounts: 


Expense Account: 12000 Merchandise Inventory 
Discount GL Account: 59500 Purchase Discounts 


2. Click LYendts_4]; New Vendor. Set up the following vendors: 


a. Vendor ID: CPT12 
Name: Cal Phelps Tools 
Contact: Cal Phelps 
Mailing Address: 5543 Orange Street 
City, ST Zip Phoenix, AZ 85120 
Country: USA 
Vendor Type: tools 
1099 Type: select Independent Contractor 
Expense Account: 12000 Merchandise Inventory 
Telephone 1: 602-555-8912 
Fax: 602-555-7893 
E-mail: info@calphelps.com 
Web Site: www.calphelps.com 
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Purchase Info: 


Expense Account: 


Vendors & Purchases 


Tax ID Number: 24-4314488 
. Vendor ID: SJH14 
Name: Sally Jacobson Hardware 
Contact: Sally Jacobson 
Mailing Address: 8713 Melrose Avenue 
City, ST Zip Los Angeles, CA 90046 
Country: USA 
Vendor Type: hardware 
1099 Type: select Independent Contractor 


12000 Merchandise Inventory 


Telephone 1: 310-555-1289 
Fax: 310-555-1290 
E-mail: info@jacobsonhardware.net 
Web Site: www.jacobsonhardware.net 


Purchase Info: 


Tax ID Number: 


Inventory 


26-2597441 


Follow these steps to set up inventory defaults: 


items 


Inventory 


497 


| 
1. From the Inventory & Services Navigation Center, Click [osmnsmnl, 


Set Up Inventory Defaults. 


2. Select the GL Accts/Costing tab. If necessary, set up Average as the 
inventory costing method (Stock item, Master Stock item, Assembly). 


3. If necessary, select Account No. 45500, Shipping Charges. This GL 
Link is for Freight Charges in Sales/Invoicing. 
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4. Click 


Inventory 
| Tkems 


stock items: 


a. 


Item ID: 

Description: 

Item Class: 
Description for Sales: 
Price Level 1: 

Last Unit Cost: 

Cost Method: 

GL Sales Acct: 

GL Inventory Acct: 


GL Cost of Sales Acct: 


Item Type: 
Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Vendor ID: 


. Item ID: 


Description: 

Item Class: 
Description for Sales: 
Price Level 1: 

Last Unit Cost: 
Cost Method: 

GL Sales Acct: 

GL Inventory Acct: 
Cost of Sales Acct: 
Item Type: 
Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Vendor ID: 


|; New Inventory Item. Set up the following inventory 


002tools 
tools 
select Stock item 


Average 

40200 Sales-Tools 

12000 Merchandise Inventory 
50500 Cost of Sales-Tools 
tools 

each 

10 

4 

CPT12, Cal Phelps Tools 


003hardware 

hardware 

select Stock item 

copper hardware 

150 

50 

Average 

40000 Sales-Hardware 

12000 Merchandise Inventory 
50000 Cost of Sales-Hardware 
hardware 

each 

10 

4 

SJH14, Sally Jacobson Hardware 


5. Click on Beginning Balances. Record the beginning balances shown 
on the next page. 
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ese eeum 


Item ID Description Quantity Unit Cost Total Cost 
O002tools tools 175 30 5,250.00 
OO03hardware hardware 190 50 9,500.00 


6. Click Zen. 


7. Back up. The suggested file name is Exercise 12-1 .ptb. 


Exercise 12-2: Follow the instructions below to complete Exercise 12-2. 
Exercise 12-1 must be completed before starting Exercise 12-2. 


1. If necessary, restore the Exercise 12-1.ptb file.* 


2. Journalize and post the following transactions and print each check. 


01/3/11 


01/5/11 


01/6/11 


01/10/11 


01/10/11 


Invoice No. 480CP was received from Cal Phelps Tools for 
the purchase of 10 tool kits for a unit cost of $30. 


Invoice No. SJH52 was received from Sally Jacobson 
Hardware for the purchase of 8 hardware seis at a unit 
cost of $50. 


Returned two tool kits to Cal Phelps Tools, Invoice No. 
480CP. Paid $30 for each tool kit; VCM480CP. 


Issued First Bank Check No. 2020 to pay Sally Jacobson 
Hardware for Invoice No. SJH52. (Hint: Type the check 
number, 2020, in the Check Number field.) 


Issued Check No. 2021 to pay Cal Phelps Tools for 
merchandise purchased on January 3, less the January 6 
return, Invoice No. 480CP. (Hint: Remember to calculate, 
then type the correct discount amount in the Discount field.) 


*You can restore from your back up file even if no Peachtree company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard’s Select Company window, select A New Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 
new company set up. For more information, refer to Troubleshooting on pages 302 and 


303. 
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01/13/11 Issued Check No. 2022 to Sarah Carson for $125 for 
cleaning and maintenance. 


01/14/11 Issued Check No. 2023 to the U.S. Post Office for $41. 


01/14/11 Issued Check No. 2024 to Valley Office Supplies for 
$145.72 for cell phone. (Debit Account No. 71000, Office 
Expense.) 


01/14/11 Issued Check No. 2025 to Eastern Telephone for $46.65 
to pay the telephone bill. 


01/26/11 Issued Check No. 2026 to the owner of the business for 
$400. 


3. Print the Purchase Journal. 


4. Print the Cash Disbursements Journal. 
5. Print the Vendor Ledgers. 
6. Print the General Ledger Trial Balance. 


Check Your Figures: 


10200, First Bank: $61,114.13 
12000, Merchandise Inventory 15,390.00 
20000, Accounts Payable 0.00 
59500, Purchase Discounts 12.80 


7. Back up. The suggested file name is Exercise 12-2.ptb. 


8. Export the following reports to Excel — Chart of Accounts, Purchase 
Journal, Cash Disbursements Journal, Vendor Ledgers, and General 
Ledger Trial balance. The suggested file name is Exercise 12-2_ 
CofA _PJ_CDJ_VL_GLTB.xlsx. 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 12, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 
the blank fields online. 
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Date 


A CE A LONE 


Transaction 


Navigation 
Center/Module 


Task 
Window 


Journal 


1/3 


Invoice No. 480CP 
was received from 
Cal Phelps Tools for 
the purchase of 10 
tool kits for a unit 
cost of $30. 


__Dr./Cr. : 


1/6 


Returned two tool kits 
to Cal Phelps Tools, 
Invoice No. 480CP. 
Paid $30 for each 
tool kit: VCM480CPO0. 


1/10 


Issued Check No. 
2021 to Cal Phelps 
Tools for 
merchandise 
purchased on 
January 3, less the 
January 6 return, 
Invoice No. 480CP. 


ANALYSIS QUESTION 


What is the balance in the Accounts Payable account, Samantha’s 
Service Merchandise? Why? (Hint: Remember, analysis questions refer 


to the company set up within the chapter, not the company set up in 
Exercise 12-1.) 
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CHAPTER 12 INDEX 
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4 3 Customers & 5S 


LEARNING OBJECTIVES 


1. Restore data from Chapter 12. (This backup was mace on pages 
486-487.) 

Set up customer default information. 

Set up sales tax information. 

Set up customer maintenance information. 

Record credit sales, cash sales, and sales returns. 

Record customer receipts, partial payments, and edit invoices. 
Export reports to Excel. 

Complete the Internet Activity at www.mhhe.com/yacht201 1. 
Make four backups and save two Excel files.’ 


$00 2 OME OTS 


In Chapter 12, you learned how to use PCA’s Purchases/Receive 
Inventory and Payments features. Now that you have purchased 
merchandise from vendors, you are ready to sell that merchandise. To do 
that, you use PCA’s Customers & Sales Navigation Center. 


In Chapter 3, Customers, when you entered a sales invoice for Bellwether 
Garden Supply, the unit price, description, account number, and sales 
taxes were automatically calculated for you. (See pages 115-126.) 


Before using the Sales/Invoicing window, you need to set up customer 
defaults, sales tax information, and customer maintenance information. 
After you set up these defaults, PCA will use this information when you 
record a sale. 


Chapter 13 explains how PCA’s accounts receivable system works. 
Accounts receivable are what customers owe your business. Credit 
transactions from customers are called accounts receivable 
transactions. 


"Refer to the chart on page 432 for file names and the size of backups and Excel files. 
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Customer receipts work similarly to paying vendor invoices. When a 
customer pays an existing invoice there are two steps: 


1. Enter the customer's ID code so that a |ist of existing invoices for the 
customer displays. 


2. Select the invoice that applies to the customer's check, then select 
the Pay box. 


This diagram illustrates PCA's accounts receivable system. 


Record, then print a sales 
InvoIce. 


The customer sends a check 


to pay for the credit sale. 


Select the invoice that applies 
to the customer's check, then 
select the pay box 


On the Customers & Sales Navigation Center, Peachtree illustrates the 
accounts receivable system. In Chapter 13, you work with customers, 
sales invoices, credits and returns, and receipts from customers. 


The Customers & Sales Navigation Center (Customers & Sales 
Navigation Center) shows the flow of customer-related tasks and takes 
you where you need to go to perform those tasks. In Peachtree, this 
represents the accounts receivable module or accounts receivable 
system. 


The Customers & Sales workflow diagram is shown on the next page. 
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Samantha's Service Merchandise - Peachtres ccounnRg 


i re “Vendors & Purchases | | 


ih Inventory & Services | ; dh i [y i mf / 
a } ee Customers = ) 
| Cust Jobs Taxes oe a 
|B Emplovees & Payroll peaaat 4 z <-  & Sales | 
| Ga Bankina i erren | workflow | 
e eviotgiel at : j i ee time 12 diagram r 
rele: Company e 4 a and Expense. 4 
EPLUA a Quates 4 Ese : esa 
Shortcuts Customize 1 4 i 
| Sales Invoice | : f 4 ie 
] Receive Money from Customer, s (el 
eS 
H Bills - Pay Bill | : wae = 
| Customer List i | r 
F Vendor List a : 
| Find Transactions ta | oe ; 
1 General Journal Entry i | isles Finance Receive 
a : Inyaices og Charges Money 
' Sa i | 
fj 
Peachtree «et 4 Be, 
Resource Center > pa Bank 
i sence wen i : Deposit: 
d f 4 
i if 
5 p ‘Customer | Credits and © 
: i (Statements «| Returns s Reports 


GETTING STARTED 


1. Start Peachtree. Open Samantha’s Service Merchandise, or if you 
used a unique name, select it. This company was set up in Chapter 
12 on pages 437-441. (Hint: lf another company opens, click File; 
Open Previous Company, select Samantha’s [your name] Service 
Merchandise. Open one company.) 


2. Follow these steps to restore data from Chapter 12. This file was 
backed up on pages 486-487. 


a. From the Company Navigation Center, link to Restore. (If 
necessary, put external media in the appropriate drive.) 


b. The Select Backup File window appears. (If necessary, click 


J. In the Look in field, select the appropriate location of 

the Chapter 12.ptb file.) Make sure the Location field on the 

Select Backup File window shows the Chapter 12.ptb file. Click 
Next > 
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c. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the Company 
Name and Location fields are correct. Click 

d. The Restore Options window appears. Make sure that the box 
next to Company Data is checked. Click L_new> | 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click [finish] When the 
Restore Company scale is 100% complete, your data is restored. 


f. If necessary, remove the externa! media. 


Lal To make sure you are starting in the appropriate place in the data 
(Chapter 12.ptb backup) display the General Ledger Trial Balance. 


Samantha's Service Merchandise 


General Ledger Trial Balance 


As of Jan 31, 2011 
Filter Criteria includes: Report order is by ID. Report is printed in Detail Format 


Account! Account Description Debit Amt Credit Amt 


10200 Southem Bank 71,239.17 

10400 Wells Savings & Loan 20,000.00 

12000 Merchandise Inventory 28,938.00 

13000 Supplies 1,750.00 

14000 Prepaid Insurance 2,400.00 

15000 Fumiture and Fixtures 

15100 Computers & Equipment 

15500 Building 

20000 Accounts Payable 300.00 
27000 Long-Term Notes Payable 20,500.00 
27400 Mortgage Payable 75,000.00 
39006 Lonnie Crosby, Capital 71,195.00 
39007 Lonnie Crosby, Drawing 500 

39008 Samanta Currier, Capital 71,195.00 
39009 Samanta Currier, Drawing 500.00 

59500 Purchase Discounts 17.96 
70000 Maintenance Expense 160.00 

73500 Postage Expense 41.00 

75500 Supplies Expense 107.65 

76000 Telephone Expense 72.14 


Total: 238,207.96 238,207.96 


This is the same trial balance shown in Chapter 12 on page 486. 
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Setting Up Customer Defaults 


In Chapter 12, you entered General Ledger, Accounts Payable, and 
Inventory Item defaults. The directions that follow show how to enter 
customer defaults. 


1. From the Navigation Bar, select | 


na, Set Up Customer Defaults. The Customer Defaults 
wnat appears. 


2. If necessary, click on the Discount % field. Type 0 (zero) in the 
Discount % field, then press <Enter>. Samantha's Service 
Merchandise does not offer a discount to its credit customers. 


3. If necessary, type 2500 in the Credit Limit field, press <Enter>. 


4. Accept the default for GL Sales Account 40000, Sales-Hardware by 
pressing <Enter>. (When you set up individual customers, you will 
select a GL Sales Account for that customer.) 


5. Accept the default for Discount GL Account 49000, Sales Discounts 
by pressing <Enter>. 


[customer Defaults 


VWitos should Leetup these defaults? 


Customer Defaults 
Terms and Credi | Account Aging | Custom Fields | Finance Charqes Pay Methods 


Standard Terns Sets Default Terms, Credit Limit and Credit Status 


C €oD. Netduein 30 days 
C Prepaid 


Discountin {D days 
f@ Due in number of days a Be 


© Bue on day of next rnonth DiscountPercent [0.00 
C Bue at end of manth Credit Limit (2500.00 


Credit Status: [Notity OverLimit | 


Sets Default Accounts for new Customer Records, the 
GL Link Accounts Sales Account can also be Soa in each Customer Record 


GL Sales Account facoo0 [a] eens 
Discount GL Account [aanoo [&] Sales Discounts. 
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Observe that the default for Standard Terms is Due in number of 
days. 


é. Click Ma 


Setting Up Sales Tax Defaults 


You can enter sales tax default information for these areas: 


Sales Tax Authorities: codes for governments or other tax authorities 
and their tax rates. These are used to assemble the sales tax codes. 


Sales Tax Codes: the overall rate applied to taxable items on invoices 
to customers. This is composed of rates entered as Sales Tax 
Authorities. 


Follow these steps to set up sales tax defaults. 


‘| 


From the Customers & Sales Navigation Center, click J. 
The Sales Taxes window appears. Set up a new sales tax is the 
default. 


Jip Set Up SalesTaxes 


! % Sales Taxes 


Sales taxes are amounts charged by a state, county, locality or other agency on iter 
you sell to your customers. Most service-based businesses do not collec axes 


If you sell items, you will need to set up how these sales taxes are calculated 


What would you like to do? 


@ Set up a new sales tax 


© Edit an existing sales tax or sales tax agency 
© Delete a sales tax or sales tax agency 
© View all sales taxes and associated agencies 


© Close the sales tax wizard 
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2. Click [_Net>_] The Set Up New Sales Tax window appears. 


3. Type 8.00% in the What is the total rate that you will charge? Press 
<Enter>. Accept the default for 1 in the How many individual rates 
make up this total rate? field. 


ie Set Up Sales Taxes 


: % Set Up New Sales Tax 


A sales tax is comprised of one or more individual rates for a state, locality, or other taxing agency. 


* How many individual rates make up this total rate? | i ~ 


Next, you will enter the sales tax agencies that make up this sales tex. 


sicuistec in my stste or locality? 


4. Click [ Net> | The Add Sales Tax Agency window appears. 


5. Type GA in the Sales tax agency ID field. Press <Enter>. 
6. Type Georgia Dept. of Revenue in the Sales tax agency name field. 


7. Accept the default by single rate in the How are sales taxes 
calculated for this agency? field. 


8. Type 8.00% in the Rate field. Press <Enter>. 
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9. Select Account No. 23100, Sales Tax Payable in the Select an 
account to track sales taxes field. Press <Enter>. 


ie Set Up Sales Taxes 


aa 


y 
~ Add Sales Tax Agency 


You are usually required to report the taxes you've collected to one or more state, locality, or other taxing agency. 
Enter the break down here. 
Sales Tax Agency 1 of 1 
How do I select an existing 


agency? 


* Select an account to track sales taxes; [23100 


* = required field 


Cancel | < Back | Next > 


10. Click [_Net> ] The Sales Tax Entered window appears. 


11. Type GA in the Sales Tax ID field. Press <Enter>. 


12. Type Georgia sales tax in the Sales tax name field. Compare your 
Sales Tax Entered window to the one shown on the next page. 
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7 Sales Tax Entered 


You have successfully entered sales tax agencies for this sales tax. Enter an ID and a name, then cick Finish to save. After 
you cick Finish, the sales tax wil be effective and can be used on invoices, quotes, and other forms 


Total tax Rate: §.00000% 


13. Click [Finish] The Sales Taxes window appears. To make sure 
you have set up sales taxes for Samantha’s Service Merchandise 
select View all sales taxes and associated agencies. Click 


14. The View All Sales Taxes window appears and shows the sales tax 
that was set up on pages 508-512. The 8.00% sales tax rate for 
Georgia is shown. Compare your View All Sales Taxes window with 
the one shown on the next page. 
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ip Set Up Sales Taxes 
SORT SR RT i is I 


— 


ov 
_& View All Sales Taxes 


Select a sales tax in the first table below. The associated sales tax agencies appear in the bottom table. 


Sales Taxes 


Georgia sales tax GA 8.00000% 


Georgia Dept. of Revenue [GA 


15. Click finish] Click ll on the title bar to close the Set Up Sales 


Taxes window. 
Setting Up Customer Maintenance Information 
To enter default information about your customers, follow these steps: 
Customers | | 


1. Select |; New Customer. The Maintain Customers/Prospects 
window appears. 


2. Complete the following fields. 


Customer ID: ap001 (Use lowercase letters and zeroes) 
Name: Aimee Perkins 

Billing Address: 490 Northern Avenue 

City, ST Zip: Atlanta, GA 30326 
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v2 


Country: USA 

Sales Tax: Select GA (for Georgia sales tax) 
Customer Type: ATL’ 

Telephone 1: 404-555-1889 


Eye 404-555-1901 
E-mail: ap@atlanta.com 
Web Site: www.atlanta.com/aimee 


Epcose “New “ust Ljsave Eisave anew Be delete shige i, FexEvent 


T Prospect 
Merses [umee Perkins J” nective 
General contacts | Hstory | Sales infe | Payment & Credit { 
Bet contact: 
Account number: Telephone 1: [20%-555-18 
S The ii Telephone 2 [ 
| oo 


Copy to Ship Address if 
CostomizableFields~ — Sahoo = ESE PRED = 
. Second Contact 4, Mugtite Sites? 


4 
r 


— 


3. Click on the Sales Info tab. 


4. In the GL Sales Acct field, if necessary, select Account No. 40000, 
Sales-Hardware. 


Digan Ne? 
It is important to indicate Customer Type. This groups similar customers together. In 
this case, customers from Atlanta (ATL) are grouped together. 
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ip” Maintain Customers/Prospects Be =18| x! 
Fie Edit GoTo Window Help 


@Clse {New “List EJSave GiSave & New HM Delete Change I! Reports ~ . Attachments (ij Outlook © 
Maintain Customers 
*Customer ID: |ap0o1 hdl «| | 
Name: [Aimee Perkins 


General| Contacts | History Sales Info | Payment & Credt | 


Form Options 


 &-mat sales rep when using batch processing to send form 


Ship va: [Arborne * | Customive the ship methods 
Resale number: | 
Pricing level: [Prce Level 1 ~ | Customize the level names 


5. Click KasSeveeiNew] 


6. Click on the General tab. Add in the following customers. 


Customer ID: bb002 

Name: Bernice Blair 
Billing Address: 1231 14th Street 
City, ST Zip: Atlanta, GA 30302 
Country: USA 

Sales Tax: GA 

Customer Type: ATL 

Telephone 1: 404-555-0632 


Fax: 404-555-3203 
E-mail: bernice@mail.com 
Web Site: www. mail.com/blair 


In the Sales Info tab, select the GL Sales Acct 40200, 
Sales-Wall for Bernice Blair. 


Customer ID: dc003 

Name: Denise Canto 

Billing Address: 3115 Oak Lane 

City, ST Zip: Ft. Lauderdale, FL 33074 
Country: USA 
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Sales Tax: Skip this field--see footnote. ° 
Customer Type: FL 
Telephone 1: 954-555-9511 


Fax: 954-555-9513 

E-mail: denise@mail.net 

Web Site: www.mail.net/deniseC 

In the Sales Info tab, select the GL Sales Acct 40400, Sales-Floor 


for Denise Canto. 


Customer ID: jp004 

Name: Judith Piner 

Billing Address: 671 Woodlands Blvd. 
City, ST Zip: Atlanta, GA 30321 
Country: USA 

Sales Tax: GA 

Customer Type: ATL 

Telephone 1: 404-555-2389 


Fax: 404-555-3290 
E-mail: piner@atlmail.com 
Web Site: www.atimail.com/judith 


In the Sales Info tab, select the GL Sales Acct 40000, Sales- 
Hardware for Judith Piner. 


CustomerID: pm005 

Name: Perry Murphy 

Billing Address: 601 South Sixth Street 
City, ST Zip: Atlanta, GA 30310 
Country: USA 

Sales Tax: GA 

Customer Type: ATL 

Telephone 1: 404-555-9412 


Fax: 404-555-9414 
E-mail: perry@mymail.com 
Web Site: www.mymail.com/perry 


Since this customer is out of state, there is no Sales Tax. 
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In the Sales Info tab, select the GL Sales Acct 40200, Sales-Wall 
for Perry Murphy. Close the Maintain Customers/Prospects window. 


BACKING UP YOUR DATA 
Follow these steps to back up Chapter 13 data: 


1. From the Company Navigation Center, link to Back up. 


2. Click L Baku _ | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 13 Begin in 
the File name field. 


4. cick 


5. When the window prompts that This = backup will require 


approximately 7.34MB, click on Fo | When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 13. 


RECORDING SALES 
Two types of sales are entered in PCA: 


>» Credit sales or invoiced sales—sales where you enter an invoice. 
> Cash sales—sales where you do not enter an invoice. 


In PCA, all the information about a sale is recorded on the Sales/ 
Invoicing window. Then, PCA takes the necessary information from the 
window and automatically journalizes the transaction in the sales 
journal. Only sales on account are recorded in the sales journal. You can 
also print sales invoices. 


Cash sales are entered on the Receipts window. Then, PCA takes the 
necessary information from the window and automatically journalizes the 
transaction in the cash receipts journal. 


On the Sales/Invoicing window, enter invoices for the customers stored in 
PCA's customer file. You entered five credit customers for Samantha’s 
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Service Merchandise. (Click on the Customers & Tasks 
Navigation Center to see the customer list.) 


| Customers 


Customer ID Customer Name 

anon , "Aimee Perkins 
5 Blair 
acda3 


All journal entries made to the Sales Journal (Sales/Invoicing window) 
are posted both to the General Ledger and to the Customer Ledger or 
Accounts Receivable Ledger. You can apply transactions to inventory 
items and jobs. 


Entering sales works hand in hand with entering receipts. Once an 
invoice is posted it is simple to show that a customer has paid. Just 
display the appropriate invoice and click on the Pay box. PCA takes care 
of all the correct accounting distributions for you. 


| Entering Invoices for Credit Sales (Remember, the icon means 
there is a flash video at www.mhhe.com/yacht2011.) 


In the steps that follow, you record the following transaction: 
Date Transaction Description 
01/06/11 Sold two doorknobs on account to Aimee Perkins; $324 


($300 plus $24, sales tax). (Hint: Doorknobs are classified 
as hardware.) 


1. From the Customers & Sales Navigation Center, select |: 
New Sales Invoice. The Sales/Invoicing window appears. 


2. Your cursor is in the Customer ID field. Click E&! and select Aimee 
Perkins. PCA supplies the customer default information: billing 
address, payment terms, GL account default, A/R Account default, 
and the sales tax code. (Hint: If the GL Account field and A/R 
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Account field does not display Account Nos. 40000 and 11000, refer 
step 1, pages xiii-xiv. The Hide General Ledger Accounts boxes 
should be unchecked.) 


3. Type 6 in the Date field and press <Enter>. Since the invoice is 
printed later, skip the Invoice # field. When the invoice is printed, 
PCA automatically numbers the invoices. 


4. Click on the Quantity field, type 2 and press <Enter>. 


5. In the Item field, click [QI Select 001hardware for hardware. 


6. In the Description field, type Two doorknobs and press <Enter>. 
Notice that the GL Account,’ Unit Price, Amount field, A/R Account, 
and Sales Tax Code are automatically completed. 


° Sales/ Invoicing aN oh ea / -|8) 
Fie Edt GoTo Window Help 


SU eee e eek ao ce ee 
a invoice ELI 


j Bill to: Aimee Perkins Ship tot) ¥ 
490 Northern Avenue es - 

j Atlanta, GA 30326 USA Clear > 7 ad 

| f 


[490 Northern Avenue 
Nes seeeenaele aioe 


Orop ship 
| Atlanta Ti A I: 
aaa 
USA 
Customer PO Ship via Ship date Sales rep A/R account 
. nal = eee a 
Airborne Vf || = [ia \ QT 11000 a 


Quantity Rem 
Two doorknobs 


) 
2.00 | OOLhardware 

her ware Sales- Hardware 

——— 


eS} Apply tickets/expenses 


Customer Account as of Jan 6, 2011 
Balance: 0.00 
Credit limit: 2,500.00 
Credit status: Notify Over Limit 


Other applied credits 


mount paid at sale 


“If the G/L Account field and A/R Account fields are not displayed on your 


Sales/Invoicing window, click on Options, Global. Make sure the boxes in the Hide 
General Ledger Accounts section are unchecked. 
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Printing Sales Invoices 


When you print the sales invoice, it also posts the transaction to the 
Sales Journal. To print this sales invoice, follow these steps: 


pa 


1. Click (Print 


2. The Print Forms: Invoices window appears. Click [ Select For 


3. The Print Forms: Invoices/Pkg. Slips window appears. If necessary, 
select Invoice. 


Invoice Continuous 
invoice w/ Freight 
Invoice w/ Freight & Backorder | 
Invoice w/ Ship To & Freight i 
Invoice wf Ship To Preprinted =, 
Invoice w/Freight Continuous 

Negative Invoice ‘ 
Negative Invoice Continuous De! 


Use with plain paper. 


Cancel | Help | 
4. Click Lae 


5. The Print Forms: Invoices window appears. The First invoice number 
field shows 101. PCA numbers subsequent invoices consecutively. 
The Use this form field shows Invoice. 


Print Forms: Invoices __ 


{- Fon 


: 
} 


: | First invoice number. 


Usethisform ico Jf SelectForm 
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6. Click ce | The invoice starts to print. (Hint: When you print 


the invoice, it also posts to the sales journal.) 


Samantha's Service Merchandise AY VO iC oo 
125 Peachtree Bd 
Atlanta, GA 30301 iT e Number 101 


USA Invoic Jan 6, 2011 


Voce 404-555-9900 
Fax 404-555-9902 


Aimee Perkins 

490 Northern Avenue 
Atanta, GA 30326 
USA 


Net 30 Days 


Due Ds 


Arborne : i | ; 2/5/11 


a Description — 


OOthardware | Two doorknobs 


| 


Subtotal 

Sales Tax 

Total Invoice Amount 
Check/Credit Memo No Payment/Credt Applied 


Comment: The form you select is tied to the kind of printer you are using. If your invoice 


does not print, you should select a different form to print. Refer to step 2 on page 519 to 
change the form for printing invoices. 
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7. The Sales/Invoicing window is ready for the next sales invoice. (Hint: 
When you printed the invoice, the transaction was posted to the 
sales journal, accounts receivable account in the general ledger, and 
customer account in the customer ledger. Once the transaction is 
posted, cost of sales is also calculated.) 


8. Record the following credit sales in the Sales/Invoicing window: 
Date Transaction Description 


01/06/11 Sold four rolls of vinyl flooring on account to Denise 
Canto. Print Invoice No. 102. (Hint: Vinyl flooring is 
Classified as floor. Ms. Canto’s sales invoice shows no tax 
because this sale is made to an out-of-state customer.) 


Samantha's Service Merchandise 
125 Peachtree Bid 
Atlanta, GA 30301 


USA 
Page 
Voice 404-555-9900 
Fax: 404-555-9902 
BilTo: ce eo eee Ship to: SOAS SE REST TIEN 
Denise Canto Denise Canto 
3115 Gak Lane 3115 Oak Lane 
Ft Lauderdale, FL 33074 Ft Lauderdale, FL 33074 
USA USA 
[ Customer ID “CustomerPO eee “ Paymentierms | 
= 003 Net30Days 
Sales Rep ID Shipping Method Ship Date [oS Bue Date | 
Airborne r _2I5i11 2 
Quantity | Item — aE ~ Description ~~ Je Unit Price as “Amount | 
4.00 | 003floar Four rails of vinyl flooring 160.00; ———i(tsts«éK | 


Subtotal 640.00 | 
| Sales Tax 
Total Invoice Amount 640 00 | 
Check/Credt Memo No Payment/Credit Applied ste 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Date 


01/06/11 


522 Chapter 13 


Transaction Description 


Sold four pairs of curtains on account to Perry Murphy. 


Print Invoice No.103. (Hint: Curtains are classified as 


wall.) 


Samantha's Service Merchandise 
125 Peachtree Bvd 

Atlanta, GA 30301 

USA 


Voice 404-555-9900 
Fax 404-555-9902 


Lk. So a a ee 


INVOICE 


Invoice Number 103 
invoice Date Jan 6, 2011 


Page 1 


[She 0: ee 


Perry Murphy Penny Murphy 
601 South Sxth Street 101 South Sxth Street 


Atlanta, GA 30310 
ISA 


Atlanta, GA 30310 


Net 30 Days 


|. a | Lae 
Description | Unit Price [Amount | {Price | Amount | 
i 100.00 400.00 


Four pairs of curtains 


Subtotal 

Sales Tax 

Total Invoice Amount 

| PaymentiCredt Applied 


Check/Credit Memo No: 
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Date Transaction Description 

01/06/11 Sold three curtain rods on account to Judith Piner. Print 
Invoice No. 104. (Hint: Curtain rods are classified as 
hardware.) 


Samantha's Service Merchandise hy 

125 Peachtree Bd pls 

Atlanta, GA 30301 Invoice 9eF 
Invoice Date 
Page 

Voice’ 404-555-9900 

Fax 404-555-9902 


| Ship to: 


Judith Piner 
671 Woodlands Blvd 
Atlanta, GA 30321 


Judith Piner 
671 Woodlands Bivd 
Atlanta, GA 30321 


Shipping Meth 


Airborne 


OOthardware Three curtain rods 


Subtotal 

Sales Tax 
Total Invoice Amount 
Check/Creditt Memo No: Paym tiCredi i 
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Entering a Service Invoice 


Samantha’s Service Merchandise sells and repairs household items. 
When repairs are done, a service invoice is used. A service invoice is 
an alternative to the standard invoice. It is used when you want to create 
an invoice without inventory items. 


Follow these steps to enter a service invoice: 


iF 


Date Transaction Description 


01/10/11 Repaired curtains for Bernice Blair, $49.89, plus 


sales tax of $3.99, for a total of $53.88. 


— 


ee . cs | afl Mf 
From the Sales/Invoicing window, click “*”°Y" |. Then select 


<Predefined> Service. 


The Sales/Invoicing window changes to include only the information 
necessary for a service invoice. This means that you no longer can 
select inventory items. When you complete the service transaction, 

(rey 3 
click 42¥% | again. Then, you are ready to enter an inventory sale on 
the Sales/Invoicing window. 


In the Customer ID field, select Bernice Blair. 

Type 10 in the Date field, then press <Enter>. 

Click on the Description field. Type Repair and press <Enter>. 
In the GL Account field, select Account No. 40600, Service Fees. 


Type 49.89 in the Amount field. Compare your Sales/Invoicing 
window to the one shown on the next page. 
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Bill to: Bernice Blair 
1231 14th Street 
Atlanta, GA 30302 USA 


Customer PO 


Customers & Sales 525 


2/8) 


Event Layout Fiesort 


iv 
Invoice No. 


Clear > | Bernice Blair 


1231 14th Street 


Atlanta 
USA 


| 
[ea [30302 | 


Terms 


Sales rep 


AJR account 


et 3 


| 


,, | 11000 


| Apply to Sales: 49.89 


| 


Apply tickets/expenses 


Customer Account as of Jan 10, 2011 -—~ 
| Balance: 0.00 [a] 

| Credit limit: 2,500.00 

| Credit status: Notify Over Limit 


(J Amount paid at sale 


Sales tax:| 991 GA 
Saies tax SR Sn Mee Ne 


Other applied credits 


7. Print Invoice No. 105 and compare it to the one shown on the next 


page. 
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Sam jantha's Service Merchandise IN VO iC -E 
Atlanta, GA 30301 Invoice Number: 105 


USA invoice Date Jan 10, 2011 
Page 1 


Voice: 404-555-9900 
Fax 404-555-9902 


[aie ae a 
Bemice Blair | Bemice Blair 
1231 14th Street 1231 14th Street 
Attanta, GA 30302 | Atianta, GA 30302 


| USA 


Subtotal 

Sales Tax 

Total Invoice Amount 
Check/Credi Memo No: Pay 


E 
8. Click LLe¥t] then <Predefined> Product. Click flese_]. 
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Sales Returns: Credits & Returns 


A sales return, or credit memo, is used when merchandise is returned by 
a customer. Credit memos for sales returns are entered similarly to 
vendor credit memos. 


Before you can apply a credit, you must post the invoice. Invoice Nos. 
101-105 were posted to the sales journal when you printed the sales 
invoices (see pages 520-526). This work must be compieted before you 
can apply a sales return. When a credit memo is entered, select the 
customer's ID code and the appropriate invoice number. Then, the return 
will be applied to that invoice and the customer’s account balance will be 
adjusted. 


In the steps that follow, you record the following transaction: 
Date Transaction Description 


01/14/11 Perry Murphy returned one pair of curtains that he 
purchased on January 6, Invoice No. 103. He also paid 
the balance of that invoice. 


Credits and 


1. From the Customers & Sales Navigation Center, select | Returns 
New Credit Memo. 


2. In the Customer ID field, select Perry Murphy. 

3. In the Date field, type 14 and press <Enter>. 

4. Type CM103 in the Credit No. field. (CM is an abbreviation for Credit 
Memo, use the sales invoice number to identify the credit memo.) 


Press <Enter>. 


5. The Apply to Invoice No. tab is selected. Click on the down-arrow 
and select 103. 


6. Type 1 in the Returned field. Press <Enter> 
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7. Type Returned one pair of curtains in the Description field. 


ie” Credit Memos 
Fie Edit GoTo Window Help — 


een Lee ' 
& & wm om oe nutter 
stomerD:[pmoos 


Bill to: Perry Murphy 
601 South Sixth Street 
Atlanta, GA 30310 USA 


Customer PO 


=18) 


Credit Memo 
a [oan 14, 2011 S} 


edit No [cmi03 


Return authorization A/R account 


Returned Description 
1. 


Item Quantit 
002wall i 4.00 00 | Returned one pair of curtains 
wall 
a 


ount 


Job 
——_ a 


Customer Account as of Jan 14, 2011 
Balance: 432.00 

Credit limit: 2,500.00 

Credit status: Notify Over Limit 


8. Click L23"*_] to post, then click LUS*_]. 


Apply a sales return: Follow these steps: 


1. From the Customers & Sales Navigation Center, select 


108.00 Credit total 


0.00 Net credit due 


Receive Money From Customer. At the Select a Cash Account 
window, accept the default for Southern Bank by clicking a | 


2. Type 01/14/11 in the Deposit ticket ID field. Press <Enter>. 


3. In the Customer ID field, select Perry Murphy. 
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4. In the Reference field, type Invoice 103 then press the <Enter> key 
two times. 


5. In the Date field, type 14, then press the <Enter> key two times. 


6. Observe that the Payment Method field displays Check; and that the 
Cash Account field displays Account No. 10200, Southern Bank. In the 
Apply to Invoices list, click on the Pay box. Observe that the Receipt 
Amount shown is 324.00 ($432 original invoice - $108, return). 


Fe Edit GoTo Window Help 


: & tee 


Reference: 


} {| Deposit ticket ID: | 1/14/11 

i 
j | Customer 1D iy] priG05 . 
j 


Perry Murphy 

601 South Sixth Street 
Atlanta, GA 30310 
USA 


Invoice 103 


ee 
Receipt number: | 


Date: | Jaen 14, 2013 
ieee: 


Receipt amount: 


Payment method: | Check | 


Apply to Revenues: 0.00 


Description 


7. Click L23"®_] to post, then click _Cs2_} 


RECORDING RECEIPTS AND CASH SALES 


The Receipts window is used for recording checks, cash, and credit card 
sales that are received and deposited in the checking account. Then, 
PCA takes the necessary information from the Receipts window and 
automatically journalizes the transactions in the Cash Receipts Journal. If 
the receipt is from a credit customer, then the receipt is posted to the 
customer's subsidiary ledger as well. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


530 Chapter 13 


There are two categories for receipts that result from sales: 


>» Receipts for which an invoice was entered in the Sales/Invoicing 
window. 


>» Direct sales receipts for which no invoice was entered in the 
Sales/Invoicing window. 


> Entering A Receipt 

Date Transaction Description 

01/21/11 Samantha’s Service Merchandise received a check in the 
amount of $324 from Aimee Perkins in payment of Invoice 


101. 


Follow these steps to enter this receipt: 


1. Select . 
window appears. 


J; Receive Money From Customer. The Receipts 
2. Type 01/21/11 in the Deposit ticket !D field. 
3. In the Customer ID field, select Aimee Perkins. 


4. Inthe Reference field, type Invoice 101. (This is the Invoice that is 
being paid.) Press the <Enter> key two times. 


5. Type 21 in the Date field. 


6. Verify that Account No. 10200, Southern Bank, is displayed in the 
Cash Account field. The Apply to Invoices tab is selected. Click on 
the Pay box for Invoice 101. Compare your Receipts window to the 
one shown on the next page. 
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ip Receipts — ——r—se _ =/o] x) 
Fie Edt GoTo Window Help SS 


ee 


oe. See @ BY, = 4 ee i id) ne 
&, New Ut 3 Tol Re pete Jounal Evert Repent 


gerbes em 


Deposit ticket ID: Reference: 


Receipt number: 


Customer ID ly] apoat 


Daie: 


Aimee Perkins 

490 Northern Avenue 
Atlanta, GA 30326 
USA Payment method: 


Receipt amount: 


Apply to Invoices: 324.00 Apply to Revenues: 6.00 


Date Due Amount Due 


Feb 5, 2011 
— 


Discount account: | 49000 


LJ 

oe 

7. Click L2%°_] to post this receipt. The Receipts window is ready for 
another transaction. 


In the preceding steps, each customer paid the invoice in full. What if a 
customer made a partial payment on an invoice? 


Date Transaction Description 


01/22/11 Judith Piner paid $105 on account, Invoice No. 104. 
Follow these steps for partial payment: 


1. The Receipts window should be displayed. Type 01/22/11 in the 
Deposit ticket ID field. 


2. Select Judith Piner as the customer. 


3. Type Invoice 104 in the Reference field. Press the <Enter> key two 
times. 


4. Type 22 in the Date field. 
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5. Judith Piner's Invoice number, Date Due, and Amount Due display in 
the Apply to Invoices table. Click on the Amount Paid field. Type 105 
in the Amount Paid field and press <Enter>. A check mark is 
automatically placed in the Pay box. 


‘e Receipts 


_——— 
Deposit ticket ID: Refer 
eceipt number:[ ] 
comer Bor ae 
[customer [iy] - pate: [Jan 22, 2011 Southern Bank 
Receipt amoui 


Judith Piner 
671 Woodlands Blvd. 
Atlanta, GA 30321 


105.00 


i Cash account balance 
Payment method: | Check v| 
=e 74,148.00 | 
rect card pa 


* 
payment: | Record or 


6. Click L23%6_! to post. 


Enter the following receipts: 
Date Transaction Description 


01/28/11 Received a check in the amount of $53.88 from Bernice 
Blair in full payment of Invoice No. 105. 


01/28/11 Received a check in the amount of $640 from Denise Canto 
in full payment of Invoice No. 102. 
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Cash Sales 


Follow these steps to record a cash sale. 


Date Transaction Description 


01/29/11 Sold two pairs of curtains for cash to Barb Wilson, $200. 


E 


2 


10. 


On the Receipts window, type 01/29/11 in the Deposit ticket |D field. 


Click on the Name field, then type Barb Wilson. You do not enter 
address information for a cash sale. 


. Since this is a cash sale, type Cash in the Reference field. Press 


<Enter> two times. 


Type 29 as the date. 


. Verify that account 10200, Southern Bank, is displayed in the Cash 


Account field. 
Make sure that the Apply to Revenues tab is selected. 


PCA assumes you are going to apply the receipt to revenue unless 
you select a customer with open invoices. 


You can also apply a portion of the receipt to both invoices and 
revenue. You do this by selecting each heading, then entering the 
distribution information for that portion of the receipt. A running 
subtotal is kept to show how much of the receipt has been applied. 


. Type 2 in the Quantity field. 


. Select 002wall as the inventory item. 


Type Two pairs of curtains as the Description and press the 
<Enter> key. 


Observe that the GL Account field, shows Account No. 40200, 
Sales-Wall (this is the default account). (Hint: Make sure the correct 
sales account is selected.) 
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11. In the Sales Tax field, select GA. Observe that 16.00 is automatically 
calculated in the Sales Tax field. 


ie: Receipts aa - (oO) x]] 
Fie Edt GoTo Window Help eee 
Cr ee Oe ee | 

Receipt OB) 


s . | 
Deposit ticket ID: [1/29/11 Reference: [Cash Cash account 
Customer ID | ¥ | C Date: [Jan oo oark ‘ = | Southern Bank 


Cash account balance 


72,686.05 =| 


12. Click |_3%*_], then close the Receipts window. 

Finance Charges 

PCA includes a feature in the Tasks menu for computing finance or 
interest charges. This option computes and applies finance charges for 
customers and/or prints a report listing all finance charges. 

You use this feature by selecting the Finance Charge option. You may 
want to try this out on your own. Use the Tasks menu and select Finance 
Charge to see how this feature works. 

PRINTING CUSTOMER FORMS 


PCA provides forms for the following types of customer correspondence: 


> Invoices. 


> Statements. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Customers & Sales 535 


reat 


> Mailing labels. 
> Collection letters. 


These reports can be accessed by selecting Reports & Forms from the 
menu bar, then Forms. Select a predefined form to print customer 
information or design your own form. In Part 4 of this book you will learn 
more about Custom Forms. 


Printing Invoices 


You can print a single invoice from the Sales/Invoicing window by 


selecting . This saves and prints the invoice. 


A batch of invoices can be printed from the Reports & Forms menu by 
selecting Forms, then Invoices and Packing Slips. There are several 
types of predefined invoices available for printing customer information or 
you can design your own form. 


Printing Statements 


The information that is printed on customer statements is defined in the 
Statement/Invoices Defaults which are set up from the Maintain menu. 
You can set up collection letters and also select from these print options. 


» Whether to print your company name, address, phone, and fax on the 
statement. 


Whether to print zero and credit balance statements. 
The minimum balance necessary to print a statement. 


The number of grace days before printing a statement. 


V V 


Whether to print statements for accounts with no activity. 


You can print or display statements. Or, if you want to display customer 
information before printing, display or print the customer ledger. 


Statements can be printed from the Reports & Forms menu by selecting 
Forms, then Invoices and Packing Slips. There are several types of 
predefined statements available for printing customer account balances. 
Select the form that best suits your needs. As mentioned before, you can 
also design your own statement. 
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When the statements stop printing, a message box displays, asking if the 
statements printed okay and if you want to update the customer file. Look 
at your printed statements carefully before you answer Yes to this 
question. When you answer Yes, PCA records the statement date in the 
customer record. This is used as the balance brought forward date the 
next time you print a statement. This way the ending balance on one 
statement is the same as the beginning balance on the next statement. 


You should enter, print, and post all invoices prior to printing statements. 
In this way the Balance Forward amounts are correct from month to 
month. 

Printing Mailing Labels 

Labels can be printed by selecting the Reports & Forms menu, Forms, 
then Customer Labels and Letters. Select one of Customer Labels, then 
print. There are several predefined labels available for printing. You can 
elect to use these forms or design your own. 

When printing labels you can do the following. 


>» Select a range of customers. 


>» Enter all or part of a Zip code to limit the mailing labels to customers 
in a certain area. 


> Print labels for customers, prospects, or both. 


> Enter a Status for customers so that you print labels for all, active, or 
inactive customers. 


>» Enter a Type Code for customers so that only customers of a specific 
Type Code will print. 


Preparing Collection Letters 


What if credit customers are slow to pay their bills? Collection letters can 
play an important role in generating revenue from customers who are 
slow to pay off their balances. Sometimes just a friendly reminder is all 
that is needed. 
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The table below shows how important it is to get paid on time because 
the longer a bill remains unpaid, the less chance there is of collecting. 


Collection letters are an effective way to remind customers to pay their 
unpaid balances. Most customers will pay after they receive a friendly 
reminder of a past-due account. It is worthwhile to send these |etters 
because past-due amounts can be a burden on a company's cash flow. 


Percent Uncollectible 


Depending on how late the payment is, collection letters vary in tone and 
urgency. For example, a friendly reminder may be all that's needed for 
someone who is 30 days past due, but a different letter may be needed 
for someone who is more than 90 days past due. Remember that while it 
is important to collect past-due amounts, you would also like to keep the 
customer. 


PCA's letters are grouped by lateness of payment and severity of tone. 
The less than 30 days overdue letter is soft while the 61-90 days overdue 
letter is much firmer. You may edit all of these letters to suit your needs. 


To print a collection letter you use the analysis menu. Follow these steps 
to do that: 


1. From the menu bar, click on Analysis, then Collection Manager. 


2. Type 01/31/11 in the As of Date field. Press <Enter>. The Collection 
Aging bar graph appears. 
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‘@* Collection Manager 
Fie Edit GoTo Window Help 


Collection Aging 


Average Days 5 


3.tGliGk ot. | The Total Bracket table lists an invoice for Judith Piner. 


4. Click on the Letter box on the Total Bracket table to place a check 
Kg 
mark in it. Then, click LE" | 


5. The Print Forms: Collection Letters window appears. Click 


[ Select Form | You may want to try one of these selections and see 
what Peachtree's collection letters look like. The sample letters are 
sorted as follows. 


Overdue < 30 Days - Soft 
Overdue >90 Days 

Overdue >90 Days — Coll Agency 
Overdue 31-60 Days - Medium 
Overdue 61-90 Days - Firm 


VEN EN ONE 
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6. Select a form to print, then click L «| 
7 Click 1 A collection letter prints. Read the letter that you 


printed. The epilectiog letter that prints is an example. When the 
window prompts, Did the collection letters print properly?, click 


_ = |. Since Ms. Piner does not have an overdue bill, no 
maa Shovel in the letters Amount Overdue field. 


8. Close the Collection Manager. 
PRINTING THE SALES JOURNAL 
The Sales/Invoicing window is the Sales Journal. Credit sales are 
recorded in the Sales/Invoicing window. Follow these steps to print the 


Sales Journal: 


1. From the Recently Used Customer Reports area on the Customers & 
Sales Navigation Center, link to Print the Sales Journal. 


Za The Modify Report — Sales Journal window appears. Click 


____“*___]|, Make the selections to print. Compare your sales 
journal report to the one shown on the next page. 
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Samantha's Service Merchandise 
Sales Journai 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Invoice/CM Date. Report is printed in Detail Formet 


Date Account ID Invoice/CM # —_ Line Description Debit Amnt Credit Amnt 


1/6/11 23100 101 GA: Georgia Dept. of Revenue 
40000 Two doorknobs 
50000 Cost of sales 100.00 
12000 Cost of sales 
11000 Aimee Perkins 324.00 


40400 Four rolls of viny! flooring 

57000 Cost of sales 216.00 
12000 Cost of sales 

11000 Denise Canto 640.00 


1/6/11 23100 GA: Georgia Dept. of Reve 
40200 Four pairs of curtains 
50500 Cost of sales 
12000 Cost of sales 
11000 Perry Murphy 


1/6/11 23100 GA: Georgia Dept of Rev 
40000 Three curtain rods 
50000 Cost of saies 
12000 Cost of sales 
11000 Judith Piner 


1/10/11 23100 5 GA: Georgia Dept 
40600 Repair 
11000 Bemice Biair 


1/14/11 23100 GA: Georgia Dept. of Revenue 
40200 Returned one pair of curtains 
50500 Cost of saies 30.00 
12000 Cost of sales 
11000 Perry Murphy 108.00 


2,659.88 


PRINTING THE CASH RECEIPTS JOURNAL 


In PCA, the Receipts window is the Cash Receipts Journal. Payments 
from customers and cash sales are recorded in the Receipts window. 
Follow these steps to print the Cash Receipts Journal. 


1. From the Recently Used Customer Reports area on the Customers & 
Sales Navigation Center, link to Print the Cash Receipts Journal. If 
the Cash Receipts Journal is not listed, link to View All Customer & 
Sales Reports. (Or, from the menu bar select Reports, then 
Accounts Receivable, then highlight Cash Receipts Journal.) 
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2. The Modify Report - Cash Receipts Journal window displays. Click 


|. Make the selections to print. 


Samantha's Service Merchandise 
Cash Receipts Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Check Date. Report is printed in Detall Format. 


Date Account ID Transaction Ref Line Description 


1/14/14 11000 Invoice 103 Invoice: 103 
10200 Perry Murphy 324.00 


V21441 11000 Invoice 101 Invoice: 101 
10200 Aimee Perkins 324.00 


1/22/11 11000 Invoice 104 Invoice: 104 
10200 Judith Piner 


1/28/11 11000 Invoice 105 Invoice: 105 
40200 Bernice Blair 


1/28/11 41000 Invoice 102 Invoice: 102 
10200 Denise Canto 


1/29/11 23100 Cash GA: Georgia Dept. of Revenue 
40200 Two pairs of curtains 
50500 Cost of sales 
12000 Cost of sales 
10200 Barb Wilson 


1,722.88 


PRINTING THE CUSTOMER LEDGERS 


Follow these steps to print the Customer Ledgers for Samantha’s Service 
Merchandise: 


1. From the Recently Used Customer Reports area on the Customers 
& Sales Navigation Center, link to View All Customer & Sales 
Reports. The Select a Report or Form window appears. 


2. In the Accounts Receivable: Customers and Sales list, select 
Customer Ledgers. Then, make the selections to print. 
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Samantha's Service Merchandise 
Customer Ledgers 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by ID. Report is printed in Detail Format 


Customer ID Date TransNo Type DebitAmt Credit Amt Balance 
Customer 


ap001 1/6/11 101 SJ 324.00 324.00 
Aimee Perkins 1/21/11 Invoice 101. CRJ 324.00 0.00 


bb002 1/10/11 105 SJ 53.88 53.88 
Bernice Blair 1/28/11 Invoice 105 CRJ 53.88 0.00 


dc003 1/6/11 102 SJ 640.00 
Denise Canto 1/28/11 Invoice 102 CRJ 640.00 0.00 


jp004 1/6/11 104 SJ 00 
Judith Piner 1/22/11 Invoice 104 CRJ 105.00 


pm005 1/6/11 103 SJ 
Perry Murphy 1/14/11 CM103 SJ 108.00 
4/14/11 Invoice 103 CRJ 324.00 


Report Total 1,935.88 1,554.88 


PRINTING THE GENERAL LEDGER TRIAL BALANCE 


1. In the Reports list, highlight General Ledger. Then, in the General 
Ledger: Account Information list highlight General Ledger Trial 
Balance. 


2. Make the selections to print. Compare your general ledger trial 
balance to the one shown on the next page. 
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10200 
10400 
11000 
12000 
13000 
14000 
15000 
15100 
15500 
20000 
23100 
27000 
27400 
39006 
39007 
39008 
39009 
40000 
40200 
40400 
40600 
50000 
50500 
57000 
59500 
70000 
73500 
75800 
76000 


Account Description 


Southem Bank 

Wells Savings & Loan 
Accounts Receivanle 
Merchandise inventory 
Supplies 

Prepaid insurance 
Fumiture and Fixtures 
Computers & Equipment 
Bueding 

Accounts Payable 

Sales Tax Payable 
Long-Term Notes Payable 
Mortgage Payable 
Lonnie Crosby, Capital 
Lonnie Crosby, Drawing 
Samanta Currier, Capital 
Samanta Currier, Drawing 
Saies-Hardware 
Saies-Wali 

Sales-Floor 

Service Fees 

Cost of Sales-Hardware 
Cost of Sales-Wall 

Cost of Saies-Floor 
Purchase Discounts 
Maintenance Expense 
Postage Expense 
Supplies Expense 
Telephone Expense 


Total: 


EDITING RECEIPTS 


Customers & Sales 543 


Samantha's Service Verchandise 
General Ledger Trial Balance 

As of Jan 341, 2014 

Filter Criteria includes: Report order is by 1D. Report is printed in Detail Format 


Debr Amt 


72,902.05 
20,000.00 
381.00 
28,322.06 
1,750.00 
2,400.00 
5.000 00 
7,500.00 
160,000.00 


250.00 
150.00 
216.00 


160.00 
41.00 
107.65 
72.14 


240,251.84 


Credit Amt 


360.00 
103.99 
20.500.00 
75,000.00 
71,195.00 


71,195.00 
780.00 
500.00 


640.00 
49.89 


240,251.84 


Is your Customer Ledger correct? Judith Piner's account is used to show 
how to edit the Customer Ledger. Follow these steps to see how the 
editing feature works: 


1. From the Customers & Sales Navigation Center, select 


View and Edit Payments Received. 
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2. The Receipt List appears. Click on Invoice 104, $105.00 to highlight it. 


> Receipt List 
Fe Edt GoTo Window Help 
@ Close {New “Open SPrnt {Settings CRefresh If Send To - 


Date Range: | This Period x! 01/01/2011 to 01/31/2011 
Search for: in [Customer/Vendor ID | se 1 _Clear Search | 


Sustomer/Vendor It ReceiptNo.  Perlod Date __—Reference No. ___ Receipt Amount Deposit Ticket ID 
Tasks 005 4/201 Ir 3 $324.00 1/14/11 
p004 22) y L 05,00 
Mrtotonsacne dc003 1/28/2011 I 2 $640.00 1/28/10 
View all sales invoices 0 1 3 f e105 $53.88 1/28/11 
View all deposits apool 1 1/2i/2 Invoice 101 $324.00 1/21/11 
1 9/2 st $216.00 1/29/11 
View all quotes 
View all sales orders 
View item sales by customer 


3. Click [open ] The original Receipts window with Judith Piner’s partial 
payment appears. Make any necessary corrections, then Save. 


4. Close the Receipts window and Receipt List window. 


BACKING UP CHAPTER 13 DATA 
Follow these steps to back up Chapter 13 data: 


1. From the Company Navigation Center, link to Back up. 


2. Click L_Beckue | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 13 in the 
File name field. 


4. Click L_ seve] 


5. When the window prompts that This company backup will require 
[« | 


approximately 7.37MB, click on D2 emess When the Back Up 


Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 13. 


6. Continue or click on File, Exit to exit Peachtree. 
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EXPORT REPORTS TO EXCEL 


1. Export the following Peachtree reports to Excel: 


e Sales Journal 

e Cash Receipts Journal 

e Customer Ledgers 

e General Ledger Trial Balance. 

2. If needed, refer to pages 487-489 for detailed steps to add multiple 
sheets to one Excel file. Use the file name Chapter 13. SJ_ CRJ_ 
CL_GLTB.xlsx. 


INTERNET ACTIVITY a 
1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 
2. | Link to Student Edition. 
3. | In the Choose a Chapter field, select Chapter 13. Observe that the Quizzes 


and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 3 Internet Activities for 


Chapter 12-15. Select Meaeemmmss| or Wee) i 
4. | Complete the WebCPA-Tools and Resources for the Tax and 
Accounting Professional exercise. Read steps 1-3. eee 
5. | Follow the steps shown on the book’s website to complete this Internet 
activity. 

6. | Using a word processing program write a brief summary of what you 
find. Include all appropriate website addresses. 


SUMMARY AND REVIEW 
Complete the following end-of-chapter activities: 


1. Going to the net, page 546 
2. Multiple-choice questions pages 546-549 


3. Exercises 13-1 and 13-2, pages 549-552 


4. Assessment rubric, page 553 
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5. Analysis question, page 553 


6. Chapter 13 Index, page 554 
GOING TO THE NET 


Access the Business Owner’s Toolkit website at 
http://www.toolkit.com/small business guide/sbg.aspx?nid=P06_1430. 
Read the accounts receivable information. Answer the following 
questions. 


1. What is the common abbreviation for accounts receivable? 
2. What is the control account for customer sales on account? 
3. How is the ending accounts receivable total computed? 


Multiple Choice Questions: In the space provided, write the letter that 
best answers each question. 


1. Samantha’s Service Merchandise charges sales tax to all 
sales made in: 


a. Arizona. 

b. Oregon. 

c. Washington. 

d. Georgia. 

e. None of the above. 


2. The money that your customers owe to the business is known 


a. Accounts payable. 
b. Revenue. 

c. Accounts receivable. 
d. Cash in bank. 

e. None of the above. 


3. The sales tax rate is: 


arn: 
Bb 7%: 
Cc: 8%. 
d. 9%. 
e. None of the above. 
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4. Use the following Navigation Bar options to record entries in 


the Cash Receipts Journal: 


a. 


b. 


C. 


d. 
e 


Customers & Sales; Receive Money, Receive Money from 
Customer. 

Customers & Sales; Customers, Receive Money, View 
and Edit Payment Received. 

Vendor & Payments; Customers, Receive Money, Receive 
Money from Customer. 

Tasks; Sales/Invoicing. 

None of the above. 


5. Use the following Navigation Bar options to record entries in 


the Sales Journal: 


a. 
b. 


G 
d. 
es 


20909 


S, 


Maintain/Customers Prospects. 

Customers & Sales; Customers, Set Up Customer 
Defaults. 

Customers & Sales; Sales Invoices, New Sales Invoice. 
Maintain; Default Information, Customers. 

None of the above. 


6. The owner(s) of Samantha’s Service Merchandise are: 


Lonnie Crosby. 
Samantha Currier. 
both a. and b. 
Judith Piner. 

None of the above. 


7. PCA's accounts receivable system allows you to set up all of 


the following, EXCEPT: 


C2009 


Customers. 
Inventory items. 
Finance charges. 
Vendors. 

None of the above. 
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8. All journal entries made to the Sales Journal are posted to the 
General ledger and to the: 


Accounts payable ledger. 
Customer ledger. 

Job cost ledger. 

Payroll register. 

None of the above. 


ooo 


9. The sales tax payable account |s: 


Account No. 52000. 
Account No. 53000. 
Account No. 23100. 
Account No. 12000. 
None of the above. 


ea0c®o 


10. The Customer ID for Aimee Perkins is: 


a. AAPOO1. 

b. ap001. 

c. ap00z2. 

d. APOO2. 

e. None of the above. 


11. The Cash Account number is shown on which of the following 
windows: 


Sales/Invoicing. 
Purchases/Receive Inventory. 
Receipts. 

General Journal Entry. 

None of the above. 


0200 


12. The account used for hardware sales is: 


Account No. 40000. 
Account No. 40800. 
Account No. 40200. 
Account No. 40400. 
None of the above. 


C2909 
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13. Asales return is also called a/an: 


a. Credit memo. 

b. Debit memo. 

c. Invoice. 

d. Receipt. 

e. None of the above. 


14. To back up all of Chapter 13's data, the following file name is 
used: 


a. Chapter 13 Begin. 
b. Chapter 13b. 

c. Backup. 

d. Chapter 13. 

e. None of the above. 


15. The GL Sales Account for wall is: 


Account No. 44200. 
Account No. 44300. 
Account No. 44400. 
Account No. 40200. 
None of the above. 


e290 


Exercise 13-1: You must complete Exercises 12-1 and 12-2 before 
starting Exercise 13-1. 


1. Start PCA. Open the company that you set up in Exercise 12-1 on 
page 493, Your Name Sales & Service. 


2. Restore your data from Exercise 12-2. (Hint: This backup was made 
on page 500.) To make sure you are starting in the right place, display 
Exercise 12-2’s general ledger trial balance (step 6, page 500). 


3. If necessary, enter the following customer defaults: 


a. Standard Terms: Due in number of days 
b. Net due in: 30 days 

Discount in: 0 days 

Discount %: 0.00 
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Credit Limit: 2,500.00 
GL Sales Account: 40000 Sales Hardware 
Discount GL Account: 49000 Sales Discounts 


4. Set up GA sales taxes. The sales tax rate is 8.00%. (Hint: Refer to 
pages 508-512.) 


5. Enter the following customers: 


a. Customer ID: ac001 
Name: Abe Carter 
Billing Address: 1500 E. Cedar Avenue 
City, ST Zip: Atlanta, GA 30350 
Country: USA 
Sales Tax: GA 
Customer Type: ATL 
Telephone 1: 404-555-3422 
Fax: 404-555-5525 
E-mail: info@abecarter.com 
Web Site: www.abecarter.com 


In the Sales Info tab, select the GL Sales Acct 40200, Sales-Tools 
for Abe Carter. 


b. Customer ID: bb002 
Name: Brian Bell 
Billing Address: 501 North Broadway 
City, ST Zip: Atlanta, GA 30306 
Country: USA 
Sales Tax: GA 
Customer Type: ATL 
Telephone 1: 404-555-8900 
Fax: 404-555-8902 
E-mail: info@brianbell.net 
Web Site: www.brianbell.net 


In the Sales Info tab, select the GL Sales Acct 40000, Sales- 
Hardware for Brian Bell. 


c. Customer ID: rn003 
Name: Rene Nelson 
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Billing Address: 111 East Steves Bivd. 
City, ST Zip: Atlanta, GA 30304 
Country: USA 

Sales Tax: GA 

Customer Type: ATL 

Telephone 1: 404-555-7310 

Fax: 404-555-3138 

E-mail: info@renenelson.com 
Web Site: www.renenelson.com 


In the Sales Info tab, select the GL Sales Acct 40000, Sales- 
Hardware for Rene Nelson. 


6. Make a backup of your work. (Use Exercise 13-1 as the file name.) 


Exercise 13-2: Exercise 13-1 must be completed before Exercise 13-2. 


1. Start PCA. Open your Sales & Service company. 


2. Restore data from Exercise 13-1. 


3. Record the following transactions: 


01/06/11 


01/06/11 


01/06/11 


01/10/11 


01/13/11 


Sold five tool kits on account to Abe Carter, Customer 
ac001. Type 101 in the Invoice No. field. Subsequent 
invoices will be numbered automatically. 


Sold three hardware sets on account to Brian Bell, 
Customer bb002. 


Sold six hardware sets on account to Rene Nelson, 
Customer rn003. 


Abe Carter returned one of the tool kits that he 
purchased on January 6, Invoice No. 101, CM1071. Mr. 
Carter also paid the balance of Invoice 101. (Hint: This 
transaction requires two entries. If necessary, select 
Account No. 10200, First Bank as the cash account.) 


Received a check in full payment of Invoice No. 102 
from Brian Bell. 
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01/17/11 Sold two hardware sets and two tool kits for cash to 
Candace Stevens. (Hint: Remember to enter two 
quantities and two items. Make sure GA sales tax is 
being charged.) 


01/18/11 Sold three tool kits for cash to Ron Richie. 


Print the Sales Journal. 
Print the Cash Receipts Journal. 
Print the Customer Ledgers. 


Print the General Ledger Trial Balance. 


Check Your Figures: 


10200, First Bank: $62,750.63 
11000, Accounts Receivable 972.00 
12000, Merchandise Inventory 14,570.00 
23100, Sales Tax Payable 193.20 
40000, Sales-Hardware 1,650.00 
40200, Sales-Tools 765.00 


Make a backup. Use Exercise 13-2 as the file name. 


Export the following reports to Excel: Sales Journal, Cash Receipts 
Journal, Customer Ledgers, Genera! Ledger Trial Balance. Use the 
file name Exercise 13-2_SJ_CRJ_CL_GLTB.xlsx. 
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ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 13, Assessment Rubric link. 


| Navigation Task | Journal 
Date | Transaction Center/Module | Window | Dr./Cr. 


1/6 Sold five tool kits on 
account to Abe 
Carter, Invoice 101 
(type invoice 
number). 


1/10 | Abe Carter returned 
one of the tool kits 

purchased on 1/6, 

Invoice No. 101, | 
CM101. Mr. Carter 
also paid the balance 
of Invoice 101. 


ANALYSIS QUESTION 


What is the balance in the Accounts Receivable account, Samantha’s 
Service Merchandise? Why? (Hint: Analysis questions refer to 
Samantha’s [or your name] Service Merchandise, not the company set 
up in the exercise.) 
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CHAPTER 13 INDEX 
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LEARNING OBJECTIVES 


1. Restore data from Chapter 13. (This backup was made on page 
544.) 

2. Enter inventory maintenance and default information. 

3. Enter inventory item information, including Sales account, 
Merchandise Inventory account, and Cost of Sales accou! 

Enter item codes when recording purchases and sales. 

Enter inventory adjustments. 

Export reports to Excel. 

Complete the Internet Activity at www.mhhe.com/yacht2011. 

Make three backups and save two Excel files. 


CR Ou O 


Merchandise inventory includes all goods owned by the business and 
held for sale. The account used for merchandise inventory is Account No. 
12000, Merchandise Inventory. 


Peachtree’s inventory system tracks inventory items at both the 
purchasing and sales level. When you set up an inventory item, you 
establish the General Ledger accounts that are updated by purchases 
and sales. Peachtree keeps track of cost of goods sold, stock levels, 
sales prices, and vendors. 


PCA uses a perpetual inventory system. In a perpetual inventory system 
a merchandising business continuously updates inventory each time 
an item is purchased or sold. 


Inventory calculations include FIFO, LIFO, and average cost methods. 
The FIFO (first in, first out) method assumes that the items in the 
beginning inventory are sold first. The LIFO (last in, first out) method 
assumes that the goods received last are sold first. The average cost 
method (also known as weighted average method) is the default that 
PCA uses for inventory items sold. The formula used is: Average Cost x 
Quantity Sold = Cost of Sales. 
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PCA tracks the inventory items you buy and sell. After you post, PCA 
automatically updates the cost and quantity of each inventory item. 
Generally, all of your inventory should use the same costing method. 


Tracking inventory is a three-step process: 


>» Enter item information, including Sales account, Merchandise 
Inventory account, and Cost of Sales account. 


» Use item codes when entering purchases and sales. PCA 
automatically calculates and tracks average cost, which is the default, 
using this to calculate and enter the Cost of Sales. You can change 
the cost method to LIFO (last in, first out) or FIFO (first in, first out). 
This chapter will explain these inventory cost methods in detail. 


>» If necessary, enter inventory adjustments. 


PCA does the rest automatically: adjusts inventory levels each time you 
post a purchase or sale of an inventory item, tracks the cost of each item, 
and makes a Cost of Goods Sold journa! entry at the end of the 
accounting period. 


COST METHODS 


PCA includes three types of cost methods for inventory: average cost, 
LIFO, and FIFO. Once you select the costing method for an inventory 
item, you cannot change it if transactions have been posted. Therefore, if 
you want to change the cost method for an item with posted transactions, 
you must enter the item again. 


Average Cost 


When you set up inventory items for Samantha’s Service Merchandise, 
you selected the Average cost method. In Chapter 12, Samantha’s 
Service Merchandise purchased four pairs of curtains from Ronnie 
Becker Fabrics for $30 each (Invoice 210, page 468). What happens 
when these curtains are sold? 


The journal entries would look like this: 


Purchased four pairs of curtains from Ronnie Becker Fabrics at $30 
each. 
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oo eens ere oar: 


+— 
| Debit 


12000 
20000/RBF08 


Sold four pairs of curtains to Perry Murphy for $100 each (invoice 103, 
page 522). 


Account Description, Sales Invoice 103 
Cost of Sales-Wall 
Accounts Receivable/Perry Murphy 


You can see from these journal entries that the Merchandise Inventory 
account is updated with each purchase and sale. After these 
transactions, the balance in Merchandise Inventory looks like this: 


Account Description, Purchase Invoice 210 


Merchandise Inventory 


Accounts Payable/Ronnie Becker Fabrics 


Credit 


Merchandise Inventory, Account No. 12000 


Purchased inventory 120.00 | Sold Inventory 120.00 
Balance 0.00 


LIFO (Last In, First Out) 


The LIFO (last in, first out) method of inventory pricing assumes that the 
last goods received are sold first. LIFO assumes that cost is based on 
replacement and that the last price paid for merchandise is more 
accurate. 


Accountants recommend that you select LIFO when you desire to charge 
the most recent inventory costs against revenue. LIFO yields the lowest 
amount of net income in periods of rising costs because the cost of the 
most recently acquired inventory more closely approximates the 
replacement cost. 
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FIFO (First In, First Out) 


The FIFO (first in, first out) method of inventory pricing assumes that the 
items in the beginning inventory are sold first. FIFO costs your sales and 
values your inventory as if the items you sell are the ones that you have 
had in stock for the longest time. 


Accountants recommend that you select FIFO when you desire to charge 
costs against revenue in the order in which costs occur. FIFO yields a 
higher amount of profit during periods of rising costs. This happens 
because merchandise was acquired prior to the increase in cost. 


TYPES OF INVENTORY ITEMS 
There are nine types of inventory items in PCA: 


> Stock item: This is the default in the Item Class list. It is the traditional 
inventory item where the program tracks descriptions, unit prices, 
stock quantities, and cost of sales. For stock items, you should 
complete the entire window. Once an item has been designated as a 
stock item, the type cannot be changed. 


> Master Stock Item: PCA uses this item class as a special item that 
does not represent inventory stocked but contains information (item 
attributes) shared with a number of substock items. 


> Non-stock item: PCA tracks the description and a unit price for sales. 
You can also track default accounts. You might use this type for 
service items such as hours where the unit price is set. 


> Description only: PCA keeps track of the description of an Inventory 
Item. This saves time when entering purchases and sales because 
you don't have to retype the description. You might use this type for 
service items where the price fluctuates. 


> Service: This is for services you can apply to your salary and wages 
account. 


> Labor: This is for labor you can apply to your salary and wages 
account. You cannot purchase labor items but you can sell them. 


» Assembly: You can specify items as assembly items and create a bill 
of materials for a unit made up of component stock or subassembly 
items. 
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> Activity item: To indicate how time is spent when performing services 
for a customer, for a job, or for internal administrative work. Activity 
items are used with the Time & Billing feature. 


> Charge item: Expenses recorded by an employee or vendor when 
company resources are used for a customer or job. 


GETTING STARTED 


In the preceding chapters, you set up inventory items. The instructions 
that follow show how to add inventory items to Samantha's Service 
Merchandise. 


1. Start Peachtree. Open Samantha’s Service Merchandise. If you 
used a unique name, select it. 


2. Follow these steps to restore data from Chapter 13. This backup was 
made on page 544. 


a. Start Peachtree. Open Samantha’s Service Merchandise.' This 
company was set up in Chapter 12 on pages 437-441. (Hint: If 
another company opens, click File; Open Previous Company, 
select Samantha’s [your name] Service Merchandise. Open one 
company.) 


b. From the Company Navigation Center, link to Restore. 


c. The Select Backup File window appears. (If necessary, click 


Browse 


1. In the Look in field, select the appropriate location 

of the Chapter 13.ptb file.) Make sure the Location field on the 

Select Backup File window shows the Chapter 13.ptb file. You 

made this backup on page 544. Click 

d. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the company 


Name and Location fields are correct. Click 


'You can restore from your back up file even if no Peachtree company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. 
On the Restore Wizard’s Select Company window, select A New Company. The A New 
Company selection allows you to restore your backup data, bypassing the process of 
new company set up. For more information, refer to Troubleshooting on pages 302-303. 
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e. The Restore Options window appears. Make sure that the box 
next to Company Data is checked. Click Lnet>_] 


f. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click LJ. When the 
Restore Company scale is 100% complete, your data is restored. 


g. If necessary, remove the externa! media. 


Ll To make sure you are starting in the appropriate place in the data 
(Chapter 13.ptb backup) display the General Ledger Trial Balance. 
This trial balance is also shown on page 543, Chapter 13. 


Samantha's Service Merchandise 
General Ledger Trial Balance 


As of Jan 31, 2011 
Filter Critena includes: Report order is by ID. Report is printed in Detail Format 


Account! Account Description Credit Amt 


10200 Southem Bank 

10400 Wells Savings & Loan 

11000 Accounts Receivable 

12000 Merchandise Inventory 

13000 Supplies 

14000 Prepaid insurance 

15000 Fumiture and Fixtures 

15100 Computers & Equipment 

15500 Building 10 

20000 Accounts Payable 300.00 
23100 Sales Tax Payable 103.99 
27000 Long-Term Notes Payable 20,500.00 
27400 Mortgage Payable 75,000.00 
39006 Lonnie Crosby, Capital 71,195.00 
39007 Lonnie Crosby, Drawing 500.00 

39008 Samanta Currier, Capital 71,195.00 
39009 Samanta Currier, Drawing 500.00 

40000 Sales-Hardware 750.00 
40200 Saies-W all 500.00 
40400 Saies-Floor 640.00 
40600 Service Fees 49.89 
50000 Cost of Saies-Hardware 250.00 

50500 Cost of Saies-Wall 150.00 

57000 Cosi of Sales-Fioor 216.00 

59500 Purchase Discounts 

70000 Maintenance Expense 160.00 

73500 Posiage Expense 41.00 

75500 Supplies Expense 107.65 

76000 Telephone Expense 72.14 


Total: 240,251.84 240,251.84 
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INVENTORY DEFAULTS 


| Inventory 
i [2 Items 


4, Inventory & Services 


a 


ed 


1. From the Navigation Bar, select 
Set Up Inventory Defaults. The Inventory Item Defaults window 
displays. Click on the GL Accts/Costing tab. The default for inventory 
costing is the Average method. Since this is what Samantha’s 
Service Merchandise uses, there is no need to make any changes to 
this window. These inventory defaults were set up in Chapter 12, 
pages 456-457. 


Inventory Item Defauits ce : ee 
Why should Vsetup these de Inventory Item Defaults 


These Defaults are used when creating new Items Click on the cells to access the 
entry tools. Individual records can be changed as they are created in the Maintain 
Inventory Items Screen. 


GL Freight Account 


STU AAU ULE ACSI LA setters ea es nme bene eNO RREOKAGE, ou UNO RGN UA CaRE Suen 
[45500 Shipping Charges This GL Link is for Freight Charges 


in SalesAnvoicing 


2. Click on the Taxes/Shipping tab. 
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Inventory Item Defaults 


Why should | setup these defaults? Inventory {term Def 


General Ordering GL Accts/Costing [I axes/Shipping| Custom Fields | Price 


ltem Tax Type Ship Methods 


Field | Description 


Ree Regular bb] , | 
eon | ies 
13] 


Exempt | 
Cust Pickup } 
|S | UPS Ground 


Cancel 


[10 | Best Way 
wae | = 


Tax Type is used to classify Sales Taxes for Ship Method is used for shipping or 
State Reporting invoices. Field 1 is the default 


The Regular tax type is selected with a check mark. This is correct 
because there is an 8% sales tax in Georgia. The Ship Methods that 
appear on this tab are also shown on the Sales/Invoicing and 
Purchases/Receive Inventory windows. You can also use these ship 
methods to set up defaults for customers and vendors. 


3. Click to close this window. (Remember: If you click 


[Cancel] you close the window without saving any changes.) 


ENTERING INVENTORY ITEM MAINTENANCE INFORMATION 


Inventory items are set up on the Maintain Inventory Items window. You 
can establish general ledger accounts, vendors, tax exemptions, sales 
prices and reorder quantities. The information on the Maintain Inventory 
ltems window is displayed as five tabs: General, Custom Fields, History, 
Bill of Materials, and Item Attributes. The fields are visible on one tab ata 
time, but you can view others by selecting a tab. 


Follow the steps on the next page to enter inventory maintenance 
information. 
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i Z vi E 
id 
| Inventory 


| Items Pe 


1. From the Inventory & Services Navigation Center, Select bteceeenmetiae 
New Inventory Item. The Maintain Inventory Items window appears. 


2. Complete the following information: 


Item ID: 004lights 

Description: lighting 

Item Class: select Stock Item 

Description(for Sales): light fixtures 

Price Level 1: 175 

Last Unit Cost: 64 

Cost Method: Average 

GL Sales Acct: Add Account No. 40500 Sales-Lights 
(Income) 

GL Inventory Acct: 12000 Merchandise Inventory 


GL Cost of Sales Acct: Add Account No. 57050 Cost of Sales- 
Lights (Cost of Sales) 
Item Tax Type: 1 


Item Type: lights 
Stocking U/M: each 
Minimum Stock: 8 
Reorder Quantity: 4 


Preferred Vendor ID: 


You need to add a new vendor. To add_a vendor, click fet in the 
— 

Preferred Vendor ID field, then click LNew 

window displays. 


. The Maintain Vendors 


Vendor ID: TSS09 

Name: Tomlinson Sales and Service 
Mailing Address: 13456 West Main Street 

City, ST Zip: Savannah, GA 31401 

Country: USA 

Vendor Type: lights 

1099 Type: Independent Contractor 
Expense Account: 12000 Merchandise Inventory 
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Telephone 1: 912-555-1500 
Fax: 912-555-1502 
E-Mail: info@tomlinson.com 
Web Address: www.tomlinson.com 


Purchase Info: 


Tax ID Number: 24-1892403 
a. Click le Save | then close the Maintain Vendors window. You are 
returned to the Maintain Inventory !tems window. In the 


Preferred Vendor ID field, select Tomlinson Sales and Service 


as the vendor. Click 


b. Click on the Beginning Balances arrow (lower right corner of the 
Maintain Inventory Items window.) The Inventory Beginning 
Balances window displays. Select lighting. Complete the 
following: 

Quantity: 25 
Unit Cost: 64.00 
Total Cost: 8,000.00 (completed automatically) 


3. Observe that the Total Beginning Balances field shows 27,740.00. 
This amount agrees with the Merchandise Inventory balance on 
page 447 (January 1, 2011 balance sheet). 
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be 


How do | enter these beginning balances? 


Description Quanitity 
lighting [128.00 | 


“Description 


hardware 
weal 

floor 
lighting 


Total Beginnine 


4. Click | to close the Inventory Beginning Balances window. 
5. Make sure, TSSO9, Tomlinson Sales and Service, is shown in the 
Preferred Vendor ID field. Save, then close the Maintain Inventory 
Items window. 
6. Save, then close the Maintain Inventory Items window. 
BACKING UP YOUR DATA 
Follow these steps to back up Chapter 14 data: 
1. From the Company Navigation Center, link to Back up. 


2. Click |_Backup | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 14 Begin in 
the File name field. 


4. cick Sasa 


5. When the window prompts that This company backup will require 
J. When the Back Up 


approximately 7.37MB, click 
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Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 14. 


6. Continue or click File; Exit to exit Peachtree. 


INVENTORY ADJUSTMENTS 


Follow these steps to record a purchase and inventory adjustment. 


Date Transaction Description 


01/14/11 Tomlinson Sales and Service sent Invoice No. 112 for the 


1. From the Vendors & Purchases Navigation Center, select |" 


purchase of eight light fixtures for a unit cost of $64 each, 
and a total of $512. 


New Bill. The Purchases/Receive Inventory window appears. Record 
the January 14, 2011 transaction. Compare your Purchases/Receive 


Inventory window with the one shown below. 


ie Purchases/Receive Inventory es ys ere eee - {5} x} 
Fie Edt GoTo Window Help 
: = : 
Row” Nolte Jounal & Layoxt Report Help 
chase 


Remit to: Tomlinson Sales and Service Shig to: - =f Date:| Jan 14, 2011 
13456 West Main Street | Samantha's Service Merchandiz Invoice No.: 
Savannah, GA 31401 USA L bale clots te Lene 8 meshes SI ht 
125 Peachtree Blvd O drop ship 
, OC waiting on bill 
Atlanta CS [Ga [30301 
USA be 5h oo el 
Customer SO No. Customer invoice No. Terms Ship via A/P account 
[ | | > [Airborne [¥ [20000 


Apply to Purchases: 512. oo 


Unit Price Amount 


js 512.00 


GL Account 


Other payments and credits: 0.00 512,00 Invoice total 


Amount paid at purchase: 


512.00 Net due 


Vendor balance on Jan 14, 2011 [>] 0.00 


2. Save to post, then close. 
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The transaction that follows needs to be recorded. 
Date Transaction Description 


01/15/11 Two light fixtures were damaged when they were dropped 
on the floor by the owner, Lonnie Crosby. 


Follow the steps below to make an inventory adjustment. 


, 
Py 


Inventory 
Adjustments 


1. From the Inventory & Services Navigation Center, Select bemmmnn), 
The Inventory Adjustments window appears. 


In the Item ID field, select lighting. 
In the Reference field, type LC (Lonnie Crosby’s initials). 


Type 15 in the Date field. 


See Kee 


Type -2 in the Adjust Quantity By field. (PCA calculates the New 
Quantity after you enter the adjustment.) 


6. In the Reason to Adjust field, type Two damaged light fixtures. 


File Edit GoTo Window H 


List ded Roe Help 


Item 1D: [O04iights 2B) Reference: 
Nowe fing |e 


dob: 


GL source acct: [57050 EJ {Account from which adjustment is taken} 
ee 
Adjust quantity by: Reason to adjust: |Two damaged light fixtures 
Nowe [ 
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7. Click 


to post, then close the Inventory Adjustments window. 


ADDITIONAL TRANSACTIONS 


Record the following transactions for Samantha’s Service Merchandise. 


Date 
01/19/11 


01/19/11 


01/19/11 


01/20/11 


01/23/11 


01/24/11 


01/26/11 


01/30/11 


Transaction Description 


Sold two doorknobs on account to Aimee Perkins. Type 106 
in the Invoice No. field. Subsequent invoices will be 
numbered automatically. (Hint: Select hardware as the 
inventory item for doorknobs. Make sure the Sales Tax field 
shows 24.00, or 8% of the sales amount for GA sales 
taxes.) 


Sold two rolls of viny! flooring on account to Denise Canto, 
Invoice No. 107. There is no sales tax because 
merchandise is being shipped out of state. 


Sold two pairs of curtains on account to Perry Murphy, 
Invoice No. 108. (Hint: Select wall as the inventory item for 
curtains. Remember to check Sales Tax field for 16.00 GA 
sales taxes.) 


Samantha’s Service Merchandise completed repair work for 
Bernice Blair at a cost of $75, plus 6.00 sales taxes, Invoice 
No. 109. (Hint: Remember to credit Account No. 40600, 
Service Fees.) 


Cash sales in the amount of $1,404 ($1,300 plus $104, GA 
sales taxes) were deposited at Southern Bank: 10 pairs of 
curtains, $1,000; 2 doorknobs, $300. (Hint: Remember to 
select GA in the Sales Tax field.) 


Received a check in the amount of $324 from Aimee 
Perkins in full payment of Invoice 106. 


Received a check in the amount of $216 from Perry Murphy 
in full payment of Invoice No. 108. 


Issued Check No. 3039 to RIM Mortgage Co. in the amount 
of $685.80. Type 685.80 in the Dollars field. To distribute 
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this amount between the principal amount of $587.95 and 
Split | 


Interest Expense of $97.85, click I 


hen Help : 


Description Amount 


Mortgage Payable 


Interest Expense 


Amount Distributed: 
Amount Remaining: 


Transaction Total: 


v 
Click to accept the split transaction. These steps 


assume you are using the Write Checks window. (Hint: On 
the Write Checks window, type 3039 in the Check number 
field.) 


01/30/11 Issued Check No. 3040 in the amount of $500 to Lonnie 
Crosby. 


01/30/11 Issued Check No. 3041 in the amount of $500 to Samantha 
Currier. 


01/30/11 Cash sales in the amount of $2,376 ($2,200 plus $176, GA 
sales taxes) were deposited at Southern Bank: 8 
doorknobs, $1,200; 10 pairs of curtains, $1,000. 
(Remember to select GA sales taxes.) 
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PRINTING REPORTS 


1. Print the Sales Journal. 


Samantha's Service Merchandise 
Sales Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Cntena includes: Report order is by invoice/CM Date. Report is printed in Detail Format 


Date Account ID Invoice/CM # Line Description Debit Amnt Credit Amnt 


1/6/11 23100 101 GA: Georgia Dept. of 24.00 
Revenue 
40000 Two doorknobs 300.00 
50000 Cost of sales 00.0 
12000 Cost of sales 100.00 
11000 Aimee Perkins 24 00 


1/6/11 40400 Four rolls of vinyl! floonng 640.00 
57000 Cost of sales 2 
12000 Cost of sales 216.00 
11000 Denise Canto 


23100 GA: Georgia Dept. of 32.00 
Revenue 

40200 Four pairs of curtains 400.00 

50500 Cost of sales 

12000 Cost of sales 120.00 

11000 Perry Murphy 2 


23100 GA: Georgia Dept. of 36.00 
Revenue 

40000 Three curtain rods 450.00 

50000 Cost of sales 

12000 Cost of sales 150.00 

11000 Judith Piner 


1/10/11 23100 GA: Georgia Dept. of 3.99 
Revenue 
40600 Repair 49.89 
11000 Bernice Blair 


1/14/11 23100 GA: Georgia Dept. of 
Revenue 
40200 Retumed one pair of curtains 
50500 Cost of sales 
12000 Cost of sales 
Perry Murphy 


1/19/11 GA: Georgia Dept of 
Revenue 
Two doorknobs 
Cost of saies 
Cost of sales 
Aimee Perkins 


1/19/11 Twe rolls of viny! flooring 
Cost of sales 
Cost of sales 
Denise Canto 


1/19/11 GA: Georgia Dept. of 
Revenue 
Two pairs of curtains 
Cost of sales 
Cost of sales 
Perry Murphy 


1/20/11 GA: Georgia Dept. of 
Revenue 
Repair 
Bemice Biair 81.00 


3,868.88 
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If any of your transactions do not agree with the Sales Journal, you 


so. 


can drill-down ( ) to the original entry, make any needed 
corrections, then save and reprint. 


2. Print the Cash Receipts Journal. 


Samantha's Service Merchandise 
Cash Receipts Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Check Date. Report is pnnted in Detail Format. 


Date Account ID Transaction Ref Line Description Debit Amnt 


Credit Amnt 


Via 11000 inveice 103 Invoice: 103 
10208 Perry Murphy 324.00 


V21/11 41000 Invoice 101 Invoice: 101 
10200 Aimee Perkins 324.00 


22/11 41000 Invoice 104 invoice: 104 
10200 Judith Piner 105.00 


1/23/11 23100 Cash GA: Georgia Dept. of Revenue 
40200 Ten pairs of curtains 
50500 Cost of sales 300.00 
12000 Cost of sales 
40000 Two doorknobs 
§0000 Cost of sales 
12000 Cost of sales 
10200 Cash sales 


V24/14 41000 Invoice 106 Invoice: 106 324 60 
40200 Aimee Perkins 


4/26/11 44000 Invoice 108 Invoice: 108 216.00 
10200 Perry Murphy 


1/28/11 11000 Invoice 105 Invoice: 105 53.88 
10200 Bernice Blair 


V/28/11 11060 Invoice 102 Invoice: 162 640.00 
10200 Denise Canto 


4/29/11 23100 Cash GA: Georgia Dept. of Revenue 16.06 
40200 Two pairs of curtains 200.00 
50500 Cost of sales 60.00 
42000 Cost of sales 60.00 
16200 Barb Wilson 216.00 


1/30/11 23100 GA: Georgia Dept. of Revenue 
40000 Eight doorknobs 206.06 
50000 Cost of sales 400.00 
42000 Cost of sales 400.00 
40200 Ten pairs of curtains 600.00 
50500 Cost of sales 300.00 
42000 Cost of sales 300.00 
16200 Cash sales 2,376.00 


7,142.88 7,142.88 
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3. Print the Customer Ledgers. 


Samantha's Service Merchandise 
Customer Ledgers 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by ID. Report is printed in Detail Format 


Customer ID Date TransNo Type DebitAmt Credit Amt Balance 
Customer 


ap001 1/6/11 101 SJ 324.00 324.00 
Aimee Perkins 1/19/11 106 SJ 324.00 648.00 
1/21/11 Invoice 101 324.00 
1/24/11 Invoice 106 32 0.00 


bb002 1/10/11 105 8 53.88 
Bernice Blair 1/20/11 109 € ) 134.88 
1/28/11 Invoice 105 81.00 


dc003 1/6/11 102 640.00 640.00 
Denise Canto 1/19/11 107 320.00 960.00 
1/28/11 Invoice 102 - 320.00 


jpoo4 1/6/11 104 486.00 486.00 
Judith Piner 4/22/11 Invoice 104 381.00 


pm005 1/6/11 103 432.00 432.00 
Perry Murphy 1/14/11. M103 324.00 
1/14/11 Invoice 103 0.00 
1/19/11 108 216.00 216.00 
1/26/11 Invoice 108 0.00 


Report Total 2,094.88 782.00 


4. Print the Purchase Journal and compare it to the one shown on the 
next page. 
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Samantha's Service Merchandise 


Purchase Journal 


For the Period From Jan 1, 2011 to Jan 31, 2044 
Filter Criteria inckudes: 1) Includes Drop Shipments. Report order is by Date. Report is printed in Detail Format 


Date Account iD 
Account Description 


invoice/CM# Line Description 


13/11 12000 5643 
Merchandise Inventary 

20000 

Accounts Payable 

1/14/11 12000 

Merchandise Inventory 
20000 

Accounts Payable 
4/20/11 12000 

Merchandise Inventory 
20000 


Accounts Payable 


1/20/11 12000 

Merchandise inventory 
20000 

Accounts Payable 
120/14 12000 

Merchandise Inventory 
20006 

Accounts Payable 
426314 12000 

Merchandise Inventory 
20000 

Accounts Payable 
1/28/11 12000 

Merchandise Inventory 
20000 

Accounts Payabie 


VCM7SJJ 


5. Print the Cash Disbursements Journal and compare it to the one 


shown on the next page. 


Debit Amount 


restoration hardware 


James Jarvis 
Hardware 


light fixtures 


Tominson Sales and 
Service 


wall coverings 


Ronnie Becker Fabrics 


restoration hardware 


James Jarvis 
Hardware 


flooring 


Lester Lee Products 


flooring 


Lester Lee Products 


restoration hardware 


James Jarvis 
Hardware 


100.00 


2,018.00 2,018.00 
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Samantha's Service Merchandise 
Cash Disbursements Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Fitter Criteria includes: Report order is by Date. Report is printed in Detail Format 


Date Check # AccountID Line Description Debit Amount Credit Amount 


1/24/11 3030 70000 Maintenance Expense 160.00 
10200 Dennis Allen 


1/24/11 3031 73500 Postage Expense 41.00 
10200 U.S. Post office 


1/24/11 3032 75500 Supplies Expense 107.65 
10200 Boulevard Office Supplies 


1/24/11 3033 76000 Telephone Expense 72.14 
10200 SMI Phone Co 


1/25/11 3034 39007 Lonnie Crosby, Drawing 500.00 
10200 Lonnie Crosby 


1/25/11 39009 Samanta Currier, Drawing 500.00 
10200 Samantha Currier 


1/25/11 59500 Discounts Taken 
20000 Invoice: 90 
10200 Lester Lee Products 


1/28/11 59500 Discounts Taken 
20000 Inveice: 78JJ5 
10200 James Jarvis Hardware 


1/28/11 59500 Discounts Taken 
20000 Invoice: 210 
10200 Ronnie Becker Fabrics 


1/30/11 27400 Mortgage Payable 
67500 Interest Expense 
10200 RIM Mortgage Co 685.80 


1/30/11 39007 Lonnie Crosby, Drawing 
10200 Lonnie Crosby 500.00 


1/30/11 39009 Samanta Currier, Drawing 500.00 
10200 Samantha Currier 500.00 


3,964.59 3,964.59 
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6. Print the Vendor Ledgers. 


Samantha's Service Merchandise 
Vendor Ledgers 
For the Period From Jan 1, 2011 to Jan 34, 2074 


Filter Criteria includes: Report order is by ID. 


Vendor ID Date Trans No Type Paid Debit Amt Credit Ami Balance 


Vendor 
JJHO6 4/3/11 56JJ PJ 360.00 
James Jarvis Hardware 4/20/11 78JJ PJ : 500.00 
4/28/11 VCM78JJ Eg “ 100.00 
1/28/11 3037 CcDJ 8.00 8.00 
1/28/11 3037 CDJ 400.00 
LLPO7 4/20/11 90 Pg is 432.00 
Lester Lee Products 1/25/41 VCM90 PJ * 54.00 
1/25/11 3036 CDJ 7.56 7.56 
4/25/11 3036 CDS 378.00 
RBFO8 4/20/41 210 PJ 54 120.00 120.00 
Ronnie Becker Fabrics 1/28/11 3038 CDJ 2.40 2.40 120.00 
4/28/11 3038 cDJ 120.00 0.00 
TSSog 4/14/11 112 PJ 512.00 512.00 


Tomlinson Sales and Service 


Report Total 1,069.96 1,881.96 $12.00 


7. Follow these steps to print the Cost of Goods Sold Journal and the 
Inventory Adjustment Journal: 


a. From the Reports area of the Select a Report or Form window, 
select Inventory. 


b. Highlight Cost of Goods Sold Journal, then make the selections to 
print. Compare your printout to the one shown on the next page. 
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Samantha's Service Merchandise 
Cost of Goods Sold Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Fitter Critena includes: Report order is by Date. Report is printed in Detail Format and with shortened descriptions. 


Date GL Acct! Reference Qty Line Description DebitAmoun Credit Amount 

1/6/11 12000 101 2.00 Two doorknobs 100.00 
50000 2.00 Two doorknobs 100.00 

1/6/11 12000 102 4.00 Four rolls of viny! flooring 216.00 
57000 4.00 Four rolls of viny! floorine 216.00 

1/6/11 12000 103 4.00 Four pairs of curiains 120.00 
50500 4.00 Four pairs of curtains 120.00 

1/6/11 12000 104 3.00 Three curtain rods 150.00 
50000 3.00 Three curtain rod 150.00 
1/14/11 12000 CM103 -1.00 Returnec one pair of curtains 30.00 

50500 -1.00 Returned one pair of curtains 30.00 

1/19/11 12000 106 2.00 Two doorknobs 100.00 
50000 2.00 Two doorknobs 100.00 

1/19/11 12000 107 2.00 Two rolls of vinyl flooring 108.00 
57000 2.00 Two rolls of viny! flooring 108.00 

1/19/11 12000 108 2.00 Two pairs of cu 60.00 
50500 2.00 Two pairs of curtains 60.00 

1/23/11 12000 Cash 10.00 Ten pairs of curtains 300.00 
50500 10.00 Ten pairs of curtains 300.00 

12000 2.00 Two doorknobs 100.00 
50000 2.00 Two doorknobs 100.00 

1/29/11 12000 Cash 2.00 Two pairs of curtains 60.00 
50500 2.00 Two pairs of curtains 60.00 

1/30/11 12000 Cash 8.00 Eight doork : 400.00 
50000 8.00 Eight doorknobs 400.00 

12000 10.00 Ten pairs of curtains 300.00 
50500 10.00 Ten pairs of curtains 300.00 

Total 2,044.00 2,044.00 


c. Highlight the Inventory Adjustment Journal, then make the 
selections to print. 


Samantha's Service Merchandise 
Inventory Adjustment Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Date. Report is printed in Detail Format and with shortened descriptions. 


Date GLAcctID Reference Qty Line Description Debit Amount Credit Amount 


1/15/11 12000 LC -2.00 lighting 128.00 
57050 -2.00 two damaged light fixtures 128.00 


Total 128.00 128.00 
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8. Print the Inventory Profitability Report. 


Samantha's Service Merchandise 
Inventory Profitability Report 


For the Period From Jan 1, 2011 to Jan 31, 2014 
Filter Criteria includes: 1) Stock/Assembly. Report order is by 1D, Report is printed with shortened descriptions 


Item ID 
Item Description 


Units Sold Sales($) 


O00 thardware 
hardware 


002wall 
wall 


OQ03floor 
floor 


O04lights 
lighting 


17.00 2,550.00 850.00 1,700.00 
27.00 2,700.00 810.00 1,890.00 

6.00 960.00 324.00 636.00 
50.00 6,210.00 1,984.00 4,226.00 


9. Print the General Ledger Trial Balance. 


Account | 


40200 
10400 
171000 
12000 
13000 
14000 
15000 
15100 
15500 
20000 
23100 
27000 
27400 
39006 
39007 
38068 
39009 
40006 
40200 
40400 
40600 
50000 
50500 
§7000 
57056 
59500 
67500 
76000 
73500 
75500 
76000 


Account Description 


Southern Bank 

Wells Savings & Loan 
Accounts Receivable 
Merchandise Inventory 
Supplies 

Prepaid insurance 
Fumiture and Fixtures 
Computers & Equipment 
Buriding 

Accounts Payable 

Sales Tax Payable 
Long-Term Notes Payable 
Mortgage Payable 
Lonnie Crosby, Capital 
Lonnie Crosby, Drawing 
Samanta Currier, Capital 
Samanta Currier, Drawing 
Sales-Hardware 
Sailes-Wali 

Saies-Floor 

Service Fees 

Cost of Sales-Hardware 
Cost of Saies-Wall 

Cost of Sales-Floor 

Cost of Sales-Lights 
Purchase Discounts 
interest Expense 
Maintenance Expense 
Postage Expense 
Supplies Expense 
Telephone Expense 


Total: 


Cost($) Gross Profit($) Gross Profit(%) % of Total 


Samantha's Service Merchandise 


General Ledger Triai Balance 
As of Jan 31, 2011 


Filter Critena includes: Report order is by 1D. Report is printed in Detail Format. 


Debit Amt 


75,536.25 
20,000.00 
782.00 
27,338.00 
1,750.00 
2,400.00 
5,000.90 
7,506.00 
100,000.00 


1,000.00 


1,060.00 


850.00 
$10.00 
324.08 
4128.00 


97.85 
160.00 
41.00 
107.65 
72.44 


244,896.89 


Credit Amt 


74,412.08 


g 
4 


6 


1 
2 


? 


Pom 8S 


999 
20,500 


71,195.00 


Nis 


-s ( ~EH 


hh) i 


ODO eG 


244,896.89 


a 


pa fo 


1 © 
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BACKING UP CHAPTER 14 DATA 


lf your reports agree with the ones shown, make a backup of Chapter 14 
data. If your printouts do not agree with the ones shown, make the 
necessary corrections. 


Follow the steps below to back up Chapter 14 data. 

1. From the Company Navigation Center, link to Back up. 

2. Click L Backup | 

3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 14 in the 
File name field. 

4. Click 

5. When the window prompts that This company backup will require 
approximately 7.38MB, click . When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 14. 

6. Continue or click File; Exit to exit Peachtree. 

7. Exit PCA or continue. 


EXPORT REPORTS TO EXCEL 


ae 


Export the following Peachtree reports to Excel: 


Customer Ledgers 

Vendor Ledgers 

Cost of Goods Sold Journal! 
Inventory Adjustment Journal 
e Inventory Profitability Report 
e General Ledger Trial Balance 


Check with your instructor to see if he or she also wants you to 
include the following journals to this Excel file: Purchase Journal, 
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Cash Disbursements Journal, Sales Journal, and Cash Receipts 
Journal. 


If needed, refer to pages 487-489 for detailed steps to add multiple 


sheets to one Excel file. Use the file name Chapter 14_ CL_ 
VL_CGSJ_IAJ_IPR_GLTB.xlIsx. 


INTERNET ACTIVITY 


From your Internet browser, go to the book’s website ath) oe as 
www.mhhe.com/yacht2011. 


Link to Student Edition. 


In the Choose a Chapter field, select Chapter 14. Observe that the Quizzes 
and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 3 Internet Activities for 


Chapter 12-15. Select | __Open | Jork 


Complete the Beta Alpha Psi- Sananiee 14 exercise. Read steps 1 and 2. 
Beta Alpha Psi is an honorary organization for Financial Information 
students and professionals. 


Follow the steps shown on the book’s website to complete t this Internet 
activity. 


Using a word processing program write a brief summary of what you 
find. Include all appropriate website addresses. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


ah 
2: 


Going to the Net, page 580 
Short-Answer Questions, pages 580-582 


Exercises 14-1 and 14-2, pages 582-583 
Assessment rubric, page 584 
Analysis Question, page 584 


Chapter 14 Index, page 585 
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GOING TO THE NET 
Access the Small Business Knowledge Base website at 


http://www.bizmove.com/finance/m3d3 htm. Scroll down the window to 


Merchandise Inventories: Perpetual Inventory. (Hint: To find areas on the 
website, use <Ctrl+F>.) Answer these questions about perpetual 
inventory. 

1. What is a perpetual inventory at retail’ 


2. When is a physical count of inventory necessary? 


Short-Answer Questions: Write an answer to each question in the 
space provided. 


1. Identify and explain the three-step process for tracking inventory. 


2. Explain how PCA uses a perpetual inventory system. 


3. Define the term merchandise inventory. 
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4. Explain the terms Average Cost, LIFO and FIFO. 


5. What do Invoice Nos. 106, 107, and 108 show? Identify to whom the 
merchandise was sold, what was purchased, and the amount of the 
invoice. 


6. What are the journal entries for the following transactions when a 
perpetual inventory system is used: Purchased four pairs of curtains 
from Ronnie Becker Fabrics at $30 each? Sold four pairs of curtains 
to Perry Murphy for $400? 
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7. What kind of invoice is No. 109? Identify this transaction and the 


amount. 


Exercise 14-1: You must complete Exercises 12-1, 12-2, 13-1, and 13-2 
before starting Exercise 14-1. 


hs 


Start PCA. Open the company that you set up in Exercise 12-1, Your 
Name Sales & Service. 


Restore the data that you backed up in Exercise 13-2. (This backup 
was made on page 552.) To make sure you are starting in the right 
place, display Exercise 13-2’s general ledger trial balance (step 7, 
page 552). 


Make the following inventory purchase. 


01/27/11 Cal Phelps Tools sent Invoice No. 732CP for the 
purchase of 8 tool kits for a unit cost of $30. 


Make the following inventory adjustment: 


01/28/11 Two tool kits purchased from Cal Phelps Tools on 
1/27/11 were accidentally damaged by the owner. (Hint: 
Use your initials.) 


Complete the following additional transactions: 


01/29/11 Received check in the amount of $972 from Rene 
Nelson in payment of Invoice No. 103. 


01/30/11 Cash Sales in the amount of $4,752, ($4,400 plus $352, 
GA sales taxes) were deposited at First Bank: 20 tool 
kits, $1,700; 18 hardware sets, $2,700. 


Make a backup of Exercise 14-1. (Use Exercise 14-1 as the file 
name.) 
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Exercise 14-2: Follow the instructions below to complete Exercise 
14-2. 


1. Print the Cash Receipts Journal. 

2. Print the Purchase Journal. 

3. Print the Cost of Goods Sold Journal. 
4. Print the Inventory Adjustment Journal. 
5. Print the Inventory Profitability Report. 
6. Print the General Ledger Trial Balance. 


Check Your Figures: 


10200, First Bank: $68,474.63 
11000, Accounts Receivable 0.00 
12000, Merchandise Inventory 13,250.00 
23100, Sales Tax Payable 545.20 
50000, Cost of Sales-Hardware 1,450.00 
50500, Cost of Sales-Tools 930.00 
59500, Purchase Discounts 12.80 


7. Export the following reports to Excel. 


Cash Receipts Journal 
Purchase Journal 

Cost of Goods Sold Journal 
Inventory Adjustment Journal 
Inventory Profitability Report 
General Ledger Trial Balance 


O29 5” 


8. Save the Excel file as Exercise 14-2_CRJ_PJ_ CGSJ_IAJ_ IPR_ 
GLTB.xlIsx. 


9. There is no need to backup Exercise 14-2. The Exercise 14-1.ptb file 
has the data needed to print Exercise 14-2’s reports. 
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ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 14, Assessment Rubric link. 


Journal 
DeiGr 


Navigation | Task 
Date Transaction Center/Module | Window 
1/28 | Two tool kits | 
purchased from Cal 
Phelps Tools on 1/27 
were damaged by the 


owner. 


1/30 | Cash sales in the 
amount of $4,752, 
($4,400 plus $352 
sales taxes) were 
deposited at First 
Bank: 20 tool kits, 
$1,700; 18 hardware 
sets $2,700. es :., are 


ANALYSIS QUESTION 


Which one of Samantha’s Service \Vierchandise inventory items shows 
the highest gross profit percentage? Why? 
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Employees, Payroll, and 
4 5 Account Reconciliation 


LEARNING OBJECTIVES 


— 


Restore data from Chapter 14. (This backup was made on page 
O60:) 
2. Complete the Payroll Setup Wizard. 
3. Copy the TAXTABLE.DAT file. 
4. Enter employee and employer default information. 
5. Journalize and post Payroll Journal entries. 
6. Print paychecks. 
7. Reconcile the Southern Bank bank account and the Payroll 
Checking Account. 
8. Compare the vendor ledgers, customer ledgers, and inventory 
valuation report to the associated general ledger accounts. 
9. Print the financial statements. 
10. Export reports to Excel. 
11. Make four backups and save two Excel files. 


In accounting you learn that employees and employers are required to 
pay local, state, and federal payroll taxes. Employers must withhold taxes 
from each employee's paycheck. The amount withheld for federal taxes 
is determined from tax tables published by the Internal Revenue Service 
(IRS). Circular E, Employer’s Tax Guide, is available from the IRS. It 
shows the applicable tax tables and forms that are necessary for filing 
employee payroll information. PCA has payroll tax tables built into the 


software. In this chapter you learn how to access and use the payroll tax 
tables. 


The amount withheld also depends on the employee's earnings and the 
number of exemptions or withholding allowances claimed by the 
employee. The number of withholding allowances usually includes one 


for the employee, one for the employee's spouse, and one for each 
dependent. 
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Also deducted from employees' paychecks are FICA taxes or social 
security taxes. This deduction from wages provides qualified workers 
who retire at age 62 or older with monthly payments from the federal 
government. The retiree also receives medica! benefits called Medicare 


after reaching age 65. In addition to these retirement benefits, social 
security also provides payments to the surviving family of a qualified 
deceased worker. 

By January 31 of each year employers are required to issue W-2 Forms 
to employees and to the Internal Revenue Service. The W-2 Form is an 
annual report of the employee's wages subject to FICA and federal 
income tax and shows the amounts that were withheld. 

In PCA, the employee’s W-2 Form shows the Federal Income Tax, State 
Income Tax, Social Security, and Medicare withheld. In 2011, yearly 
income up to $106,800 is subject to the social security portion of the 
FICA tax. FICA is actually two taxes—ihe Social Security portion and the 


Medicare portion. 


In 2011, the maximum taxable earnings subject to social security taxes is 
the same as 2009 and 2010, $106,800. Monthly Social Security and 
Supplemental Security Income benefiis did not automatically increase in 
2011 because there was no increase in the Cost of Living Adjustment 
(COLA). For this reason, the 2009, 2010 and 2011 maximum earnings 
subject to social security taxes are the same. For additional information, 
refer to this website www.imercer.com/content/social_security_figures.aspx. 


Here is a look at the maximum taxable earnings subject to social security 
taxes over the last five years. 


2011: $106,800 
2010: $106,800 
2009: $106,800 
2008: $102,000 
2007: $97,500 


There is no income limit on amounts subject to the Medicare tax. The 
FICA tax percentage for social security is 6.20%; the percentage for 
Medicare, 1.45%, for a total of 7.65%. These percentages are only half of 
the total tax. The employee pays 7.65% and the employer pays 7.65% for a 
total of 15.3%. 
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Employees may also voluntarily deduct other amounis from wages. 
These voluntary deductions include: charitable contributions, medical 
insurance premiums, U.S. savings bonds, or union dues. 


It is the purpose of this chapter to show you how to use PCA to enter 
payroll default information, add employees, make journal ries for 
payroll, and to print the various payroll reports. Once you set up the 
default information and employee information, PCA automates the payroll 
process. 


You establish the following default information for processing payroll: 

1. The cash account that is credited when disbursing paychecks. 
Samantha’s Service Merchandise credits Account No. 10300, Payroll 
Checking Account. 

2. The accounts that comprise the employee’s fields. 

3. The accounts that comprise the employer's fields. 

4. The payroll fields that go on the W-2 form. 

5. The employee-paid taxes. 


6. The employer-paid taxes. 


At the Maintain Employees level, you enter the following types of 
information: 


1. The employee name, address, telephone number, and information 
from the Employee’s Withholding Allowance Certificate, Form W-4. 


2. Information about employee pay: hourly, salaried, and amount. 


3. The tax filing status of the employee for federal, state, and local 
purposes, including withholding allowances. 


If you use Peachtree’s user-maintained payroll for Georgia, the payroll 
tax withholdings are calculated automatically. (Information for copying 
Georgia’s payroll tables are shown on pages 592-596.) All you need to 
do is select the employee you want to pay, date the paycheck and pay 
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period, and post the paycheck. For a yearly fee, Peachtree's payroll tax 
service offers the appropriate state's payroll tax amounts. For more 
information, go online to Peachtree’s website al 


www.peachtree.com/productsServices/payro!|Solutions/. 


The diagram on the below shows you the steps for setting up and using 
PCA's payroll system. 


Default and Setup !nformation 


Deductions: Cash Account: 
FICA, Federal Payroll Tax, 10300, Payroll Checking 


State Payroll Tax 


Maintain Employe 


Rate of Pay: 


Frequency: 


$12.50 per hour, regular rate 
$18.75 per hour, overtin e rate 


Weekly 


Payroll Journal 


Paycheck, net pay: $418.02 


Wages Expense 537.50 
FICA: Soc. Sec Jo.08 
FICA: Medicare T9 
Federal Payroll Tax DS .00 


State Payroll Tax 
Payroll Checking Account 


GETTING STARTED 
Follow these steps to start PCA: 
1. Start Peachtree. Open Samantha’s Service Merchandise. If you 


used a unique name, select it. (Hint: If a different company opens, 
select File; Open Previous Company.) 
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2. Restore the Chapter 14.ptb file. This backup was mace on page 578. 


a. From the Company Navigation Center, link to Restore. (If 
\ 1 


necessary put external media in the appropriate drive.) 


b. The Select Backup File window appears. (If necessary, click 


; oo . In the Look in field, select the a lide location 
of the Chapter 14.ptb file. This backup was made on page 578.) 
Make sure the Location field on the Select Backup File window 


shows the Chapter 14.ptb file. Click Lu 


c. The Select Company window appears. The radio button next to 
An Existing Company is selected. Check that the Company 


Name and Location fields are correct. Click 


d. The Restore Options window appears. Make sure that the box 


next to Company Data is checked. Click 


e. The Confirmation window appears. Check the From and To fields 


to make sure they are correct. Click | When the 
Restore Company scale is 100% complete, your data is restored. 
If necessary, remove the external media. 


Lal To make sure you are starting in the appropriate place in the data 
(Chapter 14.ptb backup) display the General Ledger Trial Balance. 
The trial balance shown on the next page is also shown in Chapter 14 
on page 577. 


'You can restore from your back up file even if no Peachtree company exists. From 
Peachtree’s start up window, select File; Restore. Select the location of your backup file. On the 
Restore Wizard's Select Company window, select A New Company. The A New Company 
selection allows you to restore your backup data, bypassing the process of new company set up. 
For more information, refer to Chapter 9, Troubleshooting on page 302-303. 
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Samantha's Service Merchandise 
General Ledger Trial Balance 
As of Jan 31, 2011 
Filter Criteria includes: Report order is by ID. Report is printed in Dew! Format 
Account! Account Description Debit Amt Credit Amt 


10200 Southem Bank 
10400 Wells Savings & Loan 


11000 Accounts Receivable 2.UU 
12000 Merchandise Inventory 38.00 
13000 Supplies 90 
14000 Prepaid Insurance 100.00 
15000 Furniture and Fixtures 100.00 
15100 Computers & Equipment 30 
15500 Building 50.00 
20000 Accounts Payable 812.00 
23100 Sales Tax Payable 429 99 
27000 Long-Term Notes Payable 20,500.00 
27400 Mortgage Payable 74,412.05 
39006 Lonnie Crosby, Capita! 71,195.00 
39007 Lonnie Crosby, Drawing 90.00 
39008 Samanta Currier, Capital 71,195.00 
39009 Samanta Currier, Drawing 1,000.00 
40000 Sales-Hardware 2,550.00 
40200 Sales-W all 2,700.00 
40400 Sales-Floor 960.00 
40600 Service Fees 124 89 
50000 Cost of Sales-Hardware 550.00 
50500 Cost of Sales-W all 310.00 
57000 Cost of Sales-Floor 24.00 
57050 Cost of Sales-Lights 28.00 
59500 Purchase Discounts 17.96 
67500 Interest Expense 97.85 
70000 Maintenance Expense 160.00 
73500 Postage Expense 41.00 
75500 Supplies Expense 107.65 
76000 Telephone Expense 72.14 

Total: 244,896.89 244,896.89 


COPYING THE TAXTABLE.DAT FILE 


In this chapter, you record payrol! transactions for the month of January 
2011. In Peachtree, payroll formulas can be entered manually. Payroll 
formulas that are entered manually are called user-maintained payroll 
tables. Once the payroll formulas are recorded, the Payroll Entry window 
calculates employee and employer withholdings automatically. 


The payroll formulas for Georgia have already been entered. In Chapter 
4, you looked at Bellwether Garden Supply's payroll. In this chapter, you 
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use those payroll formulas to complete payroll for Samantha's Service 
Merchandise. 


Before you copy the Taxtable.dat file, check with your instructor to make 
sure you should do this. lf your instructor does not want you to copy the 
Taxtable.dat file, you can enter payroll withholdings manually on the 
Payroll Entry window. Manual payroll entries are shown on the Payroll 
Entry window, pages 614 and 617. 


1. Samantha’s [or your name] Service Merchandise should be open. 


~ 


2. Go to Maintain; Company Information. Write down the Directory field 
here: 


Maintain Company Information 


eo 


Company Name: |Samantha's Service Merchandise 


Address [125 Peachtree Blvd 


City. ST Zip: [Atlanta —__| [oa | B0301 
Telephone [404-555-9900 | Web Site: [www samanthaservmdse biz | 

Fax [a04-s55-9902 | E-mail: fe cecriiasarsmdes iz 

State Employer ID: [77789219 | Fed Employer ID: [95-2138997 


State Unemployment ID: |343490-4 Farm of Business: 


Partnership 


Directory’ |C\Sage\Peachtree\Campany\samserme 


Posting Method [>] Realtime Accounting Method: = Accrual 


Direct Deposit [+] Inactive 


Peachtree Managed Payroll: [+] Inactive 


The default directory (on Windows 7) for Samantha’s Service 
Merchandise is C:\Sage\Peachtree\Company\samserme. The 
shortened company name for Samantha’s Service Merchandise is 
\samserme. If you used your name, the shortened company name 
that Peachtree assigns differs. (Hint: If you are using XP or Vista, 
your Directory field differs; refer to page xviii.) 
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3. Close the Maintain Company Information window. 
4. Exit Peachtree. 


Follow these steps for copying the TAX TABLE.DAT file from Bellwether 


Garden Supply’s directory to Samantha s /your name] Service 
Merchandise directory. 

1. Right-click on the Start button; left-click Open Windows Explorer. 
Locate the directory for Bellwether Garden Supply. The default 
directory on Windows 7 computers : 
C:\Sage\Peachtree\Company\Sampie\PCVV\BCS. (Your program 


and data path may differ. See page xvii. 


2. Double-click the BCS folder to o: 


Re Bate | 


~ Local Dsk (C:) ¥ Sace » “Company © Sample ¥ POW + 


3. Scroll down to the TAXTABL! 


' TAXTABLE.DAT } h DAT Ale 132 KB 


4. Copy/Paste the TAXTABLE.DA‘ ‘ils into Samantha’s [your name] 
Service Merchandise directory. in other words, go to 
C:\Sage\Peachtree\Company -orme [or your shortened 
company name], and copy th ‘hat location. 

5. When the Copy File window appears saying There is already a file 
with the same name in this location, select Copy and Replace. (In 
XP, the Confirm File Replace window appears saying This folder 
already contains a file named ‘SAX)ABLE.DAT’; select Yes.) 

6. Start Peachtree. Open Samantha's [your name] Service 
Merchandise. 


User-Maintained Payroll! Tables 
Follow these steps to see the user-maintained payroll formulas. 


1. From the menu bar, select File; Payroll Formulas, User-Maintained. 
The User-Maintained Payroll Formulas window appears. 
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2. Click on the down-arrow in the Formula ID field. Observe that 
withholdings for 11 (for example, FICA EE 11, which is 2011) appear. 


Fle Edt GoTo Window Help 
@ ose ©iNew le} 


User-Maintained Payre!) Formulas 


* How do you Cass#y this formula 


#1 401K ER 
402K EE 
402K ER 
| 403K EE 
403K ER 


401K EE 09 
401K ER 09 
4OiK £E 16 
401K ER 10 
401K EE iL 
401K ER il 


Tax agency: |Federe’ 


formula as a fiter on the Payrcd Tax rey 


‘it on 


Se 


Keep your formulas up-to-date — subscribe to the Payrol Tax Update Service 


(ie: User-Maintained Payroll Formulas 


Fle Edt GoTo Window Help 


@Cose {New Eisave Delete 


a 


an gross pay: maT from gross x) 
a | 


: © ecto formula exampes: 


-{ LIMIT=102000,; 
PERCENT=6.2; 
TAXABLE_GROSS=YTD_LIMIT(ADJUSTED_GROSS,LIMIT); 
ANSWER=-TAXABLE_GROSS*PERCENT% 


Payroll 


User- 

Maintained 

Formulas errs 
er 


Next Step: Adu ths forma to f 


ear: Maintained Payrall ormul 


— Next Step: Add ths formula to Empoyee Defauts 
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NOTE: “These tables are for sample data ONLY and should not be 
used for your own company as the information may be INCORRECT.” 


4. Select other Formula IDs to see them. When through, close the 
User-Maintained Payroll Formulas window 


For purposes of using automatic payro!) win>oldings, the example tables 
for Georgia are used in Chapter 15. Steps 2 and 3 on page 595 verify 
that you copied the user-maintained tax tables for Georgia. 

If you did not copy the TAXTABLE.DA?T je into your company’s 
directory, you can also record payro!! entries manually. Instructions for 
manually entering payroll are provided |aier in this chapter on pages 614- 
B17. 


Establishing the Payroll Account 


In order to establish the payroll checking vunt, transfer funds from 

Southern Bank (Account No. 10200) to ‘he Payroll Checking Account 

(Account No. 10300). Journalize and post the following General Journal 

transaction: 

Date Transaction Descripi 

01/05/11 Samantha’s Service Merchandise transferred $6,500 from 
Account No. 10200, Southern Bank, to Account No. 10300, 
Payroll Checking Accot 

After posting this general journal en.ry, display the general journal. (Hint: 

Click on Reports & Forms; Genera! eoer, General Journal, Display.) 


Samantha's Service Merchandise 
General Journal 
For the Period From Jan 1, 2011 to Jan 31, 2011 


Filter Criteria includes: Report order is by Date. Report is printed wit Amounts and with shortened descriptions and in Detail Format 


Date +Account! «Reference «Trans Description Debit Amt Credit Amt+» 


i 1/5/11 10300 Payroll Checking Account 6,500.00 
f 10200 Southern Bank 6,500.00 


6,500.00 


Close the General Journal window and the Select a Report or Form 
window. 
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PAYROLL SETUP WIZARD 


The Payroll Setup wizard walks you through setting up most payroll 
defaults and standard payroll fields. As you answer the prompts in the 
wizard, Peachtree creates most of the common payroll ficids used in 
calculating deductions and taxes. 


The Peachtree Payroll Setup Wizard establishes the following: 


e State and locality defaults 

e State unemployment percentage 

e Common federal and state payroll fields for employee-paid and 
company-paid taxes 

e General ledger account defaults for payroll fields 

e Optional payroll fields for tips, meals, 401K contributions, sic. 


1. From the Navigation Bar, select LES. eeemrener 
Payroll Setup Wizard. Read the information ¢ on n the Payroll Setup 
Wizard window. Observe that the left pane shows Home, Payroll 
Options, Company Information, Benefits, Taxes, Setup Complete. 


Payroll Setup Wizard 


Home 

The Payroll Setup Wizard waiks you through entering the payroll information for your company 
From this wizard you can: 

» Choose Payroll Options {Choose between Full Service or ir-House solutions} 

« Enter Company Information (Federal & State Employer IDs, Pay Types. etc.) 

+ Set Up Benefits (Vacation, Sick, Insurance Plans, Retirement’ 


« Set Up Taxes (Select G accounts for taxes you collect, Create focal taxes) 


Click Next to begin setting up the payrof options for your company. 


Cancel | Save for Later | 
aactsreininanrnncinnntaessicind 
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2, Glick Lnet>] Payroll Options is selected. Read the information. 
In-House. 


Payroll Setup Wizard 


Home Payroll Options 


t 


; : Before you can begin sett ther you want to use our Full Service Payroll 
i > Payroll Options solution or our Do It Yourself In-House option 


i) Call 1-800 
formation 


fet © Full Service Payroll . t Learn more 
Peachtree Managec puPay ts our full-service payroll solution. 
Experienced prof o!| for you. Simply approveyour payroll online and we 


do the rest. This 


Employee withholding calculations 
* Paycheck delivery, or print from your PC 
* W-2 processing 


j @ Do It Yourself In-Hous Learn more 
ij Ce bot Yoursetn lasheictiinaoetl 


Select this opt yourself. With this solution you can: 
; * Enter emplo » Print paychecks 
H * Calculate pa * Run payroll reports 
| You can choose t tax calculations (including formulas, regulatory 
} changes, anc : th tax forms. Plus, you can add direct deposit and 


e-filing for tax f 


a 


Save for Later | < Back | net> | 


pees 


3. Click Lot) The Payroll Options — Do It Yourself In-House 
window appears. Select Do It Yourself. 
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Payroll Setup Wizard 


i 
» Home i Payroll Options — Do It Yourself In-House 
. H 


: > Payroll Options 


} 
Choose between our two different Do It Yourself In-House payral! option 


i) Call 4-868-336-1420 for more information, 


Tax Update Service now 
Run your own payroll while we update your payroll and tax ufo 
This option includes: 
* Up-to-date tax formulas. This means jess set: 
calculations because we track tax ¢ fo 


« Over 250 updated federal and state payroll f 
signature-+ready for fling. 


Do It Yourself 


Enter all payroll information yourself. Choosing this opto 
* Keep track of changes to tax laws, fits, and ca’ 
* Manually enter and maintain all payroll tax formulas 
* Manually complete your payroll tax forms. 


and E-Filing areas. Then click bests J. Company Information is 
selected. The Federal Employer ID, State Employer ID, State (GA), 
Unemployment ID, and State Unemployment Rate fields are 
automatically completed. These fields agree with the company 
information entered on page 437 in Chapter 12. The Georgia 
Administration Assessment Tax rate is shown and No is selected for 
Do you want to record employee means and tips. 
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Payroll Setup Wizard 


Home | Company Information 


Payroll Options 


i! (SCompany information 
i > Company Information 


Company name 
Federal Employer I 


State Employ 


% 


State Unemployment 


State Unemployment Rate 


Georgia Administrstive 


= 


= required field 


Save for Later < Back | [net >] 
eens aia ieee 


5. Click [_net> | Pay Types is selected. In the Overtime field, select 


Account No. 77600, Overtime Expense. Check this window carefully. 
It is shown on the next page. Account No. 77500 — Wages Expense 


is shown for Hourly and Salary regular pay types. Account No. 
77600 — Overtime Expense for Overtime. 
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ie Payroll Setup Ss 


Payroll Setup Wizard 


» Home 


4 
a ‘ Enter the pay types (types of compensation offered to employees) end GL accounts you war 
§ * Payroll Options i use to pay both haurly and salaried employees, 


» Company Information | _) You can change the names and GL accounts of the pay types eireac 


' | also change the GL account for individual employees ‘ater 
: » Pay Types i 
Diese Select 


|) GL Account Number Account 
No. 77600, 
Overtime 


Expense } : 


—w 


2 GL Account Number 
sities T7500 - W jages Expen ‘Se 
Salary2 | 


Cancel Save for Later i 


Sena cee cee eRe 


6. Click _the a window appears. Do not make any 
selections. Click to continue. 


7. The Payroll Taxes window appears. Observe that the Tax liability 
acct no. (23400) and Tax Expense acct no. (72000) is selected. To 


accept these defaults, click 


8. The Setup Complete window appears, click [Finish After 
completing employee defaults in the next section, you return to the 
Payroll Setup Wizard to assign employee and company-paid tax 
fields. 
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ENTERING EMPLOYEE AND EMPLOYER DEFAULT INFORMATION 


Follow these steps to enter employee and employer default information: 

1. From the Employees & Payroll Navijation Center, click [Employees «|. 
Set Up Employee Defaults. The Employee Defaults window displays. 

In the Employee Defaults window, you enier account numbers that 


serve as the basis for payroll with 
There are five tabs: 

> General 

» Employee Fields 

> Company Fields 

>» Review Ratings 

> Employment Status 


2. Select the Employee Fields tab 


3. The Fed_Income line shows the default G/L Account as 23400 
(Federal Payroll Taxes Payable) for -!T. Account No. 23400, Federal 
Payroll Taxes Payable, is the correct account for the Fed Income 
line. 

4. Click on the G/L Account field for Soc Sec and select Account No. 


24000, FICA Employee Taxes Payable. 


5. Click on the G/L Account field for MEDICARE and select Account 
No. 24200, Medicare Employee Taxes Payable. 


6. Click on the G/L Account field for St_Income and select Account No. 
23600, State Payroll Taxes Payable. 
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Rn 


Fed_Income 23400 GA | FIT — (ofc 
Soc_Sec | 24000 GA | FICAEE Ei] 


[Stincome | 23600 [esr a 


* Do you need to add a new benefit or deduction? Tell me how 
« What are the Memo and Run columns? 


* Rows that are disabled on this screen can be edited in Payroll Settings. 


7. Click on the Company Fields tab. Change the following account 
numbers: 


24100, FICA Employer Taxes 
Payable 


24400, Medicare Employer 


Taxes Payable 


Compare your Employee Defaults/Company Fields window, to the 


one shown on the next page. Make sure the Liability and Expense 
accounts are correctly selected. 
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\why should | set up these defaults? 
EnlesFals [ConponsFielés [ Bach vviomenion 


Soc_Sec_C | 24100 72510 | Gf | FICAER ae 
Medicare_C | 24400 72520 pee 


Fed_Unemp_| 23500 72530 
St_Unemp_C] 23700 


St2_Unemp_q 


* Do you need to add a new benefit or deduction? 
* Rows that are disabled on this screen can be edited in 


8. Click to save your changes and return to the menu bar. 


COMPLETING PAYROLL SETUP 


After completing the initial payro!] setup and entering employee defaults, 
the next step is to use the Payrol! Setup Wizard to assign tax fields. 
Follow these steps to do that. 


1. From the Employees & Payroll Navigation Center, click k st 
Payroll Setup Wizard. On the left pane select Taxes. Then, select 
Assign Tax Fields. 
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Payroll Settings 


Home i Assign Tax Fields 


iz Payroll Options 
Company Information 


Benefits 


» Taxes 


WAG = Assign Textields 


Field Order 


Setup Complete 


Use the buttons below to review vw 


W-2 Fields | 


Company-Paid Taxes 


fhich Payroll Fields are being used ontax forms a 


Emplovee-Paid State Taxes 


Cancel 
casi ianeiaensmnnnineek 


2. The Assign Tax Fields Taxes window appears. There are three 
buttons: W-2 Fields, Company-Paid Taxes, and Employee-Paid State 
We Fields. 


Taxes. Click L mane de 


|. The Assign Tax Fields for W-2s 


window appears. These Resa appear. (If not, select them.) 


Federal income tax withheld: 


Social Security tax withheld: 
Medicare tax withheld: 
State income tax: 


Fed_Income 
Soc_Sec 
MEDICARE 
St_Income 


Compare your Assign Tax Fields for W-2s window to the one shown 


on the next page. 
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To leave a field blank, choose None. 


Field on W-2: Payroll Field: W-2 Box 12 


Federal income tax withheld:|Fed_income *) 
Social Security tax withheld: [Soc_Sec >| 


Medicare tax withheld: |MEDICARE 


Social Security tips:| None 


Allocatedtips: | None > 


Advance EIC payment: [Noe =Sti(‘ié YS 
Dependent care benefits: None 7 
Nonqualified plans:| None | 

Csateinconetax [otincone =] 
Local income tax: None ea 


Company- Paid Taxes 


C— ——— _|. The Assign Company-Paid Tax Fields 
window appears. These selections appear. (If not, select them.) 


Federal Unemployment (FUTA): Fed Unemp_C 
State Unemployment (SUTA): St_Unemp_C 
Other State Unemployment: St2_Unemp_C 


The Assign Company-Paid Tax Fields window is shown on the next 
page. Check each field. 
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Assign Company-Paid Tax! 


For each company-paid tax field, pick the Payroll Field you want 
to use on tax forms and reports, To leave a field blank, choose None 


Tax Field: Payroll Field: 
Federal Unemployment famrsa red Unemp Cc iad 
State Unemployment (SUTA): [Stunemp_C | 
Other State Unemployment: [st2_Unemp_C yl 

State Disability t SDD: None 

State Training Tax: [None | 
State Special A: [None ti(ité‘ Si 
State Special 6: [Noe 


For each employee-paid state tax field, pick the Payroll Field you want 
to use on tax forms and reports. To leave a field blank, choose None. 


Tax Field: Payroll Field: 
Disabil: S 
Unemployment: | None ” 


Other Unemployment: [None ad 
Training Tax: [None ad 


Cancel | Help | 
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Next > 


Payroll Settings 


Home 

Payroll Options 
Company Information 
Benefits 


Taxes 


Setup Complete 


Congratulations! You have 


To edit your settings in this 


1. Open the Employees & P 


ayroll Navigation Center 


. You are returned to the Assign Tax Fields window. 


The Field Order window appears. Do not make any changes. Click 


J 


SY 


ayroll Settings Wizard. 


2. Click the Payroll Setup butt 


« Assign TaxFields 3. Select Payroll Settings 


For information about adc 
Not mentioned in the P 


na! benefits, deductions, or reimbursements 


gs Wizard, cick here. 


Field Order 


For information about adding additonal taxes, 


click here. 


! 
tL 
i @ » Setup Complete 


ij 


j 


For information on how t dividual employees, click here, 


f 


10. Click | 


ENTERING EMPLOYEE MAINTENANCE INFORMATION 


The Maintain Employees/Sales Reps window includes information about 
your employees or sales representatives. The information is displayed as 
seven tabs: General, Additional Info, Pay Info, Withholding Info, 
Vacation/Sick Time, Employee Fields, and Company Fields. 
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Follow these steps to set up employee maintenance information. 


axel, New Employee. The Maintain Employees & Sales 
Reps mules appears. 


2. Complete the following fields. 


Employee ID: A001 

Name: Terry Ames 

Accept the default for Employee 

Address: 819 North 14th Street 
City, ST Zip: Atlanta, GA 30353 
E-mail terry@mail.com 
Home phone: 404-555-4390 

Social Security No 302-00-0001 

Type: FULL 


3. Click on the Withholding Info tab. Complete the following fields. 


Filing Status: Single for Federal, State, and Local 
Allowances: 1 for Federal, State, and Local 


Fie Edt GoTo Window Hels 
Goose inew “ist Lisave Zosave anew He delete 


Faih CMPO Yeas & 
*Ereloves IC: Jaco1 : “wl | 2| . Smear 1” inactive 
oe = i ccs oe 3 ae ce 


Genera! | Additonal Info | Pay in Cnereliog if) Vacaton/Sick Time | Employee fields | Company Fields | 


withhoxdng details from the employee's W-4: 


| Payrol Field Names _ Ping Stats Allowances | Add Vathholding: ] | StateAocality iPercentage Catch Up | FSA Amou 
i 0, 00 | 


Oris 0.00 GA 


2 Be 3 


T” Employes has retirement plan such as 2 Simple IRA, 30105, 403/b), etc. 


[" ptatitery Emoloves 


e 
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4. Click on the Pay Info tab. 


5. Type 12.50 in the Hourly Pay Rate column. Press the <Enter> key 
two times. 


6. Type 18.75 in the Hourly Pay Rate column for Overtime. Press the 
<Enter> key. Make sure that the Pay \Viethod field displays Hourly - 
Hours per Pay Period, and that the Pay Frequency field displays 
Weekly. 


15) x! 


i» Maintain Employees & Sales Reps 
File Edit GoTo Window Help 
@dose FiNew ist Ljsave Gisave anew PE delete Eve «Reports + Ws 
ployees & Sales Reps 


“Employes IN: jA001 


Name: [Terr ry [iar [ame: [Suffix [ra 
General | Additional aa | Withholding Info | Vacation/Sick Time 


Pay Method: |Hourly -Hours per PayPenod 


I” Biigible for health insurance 
[ Receives W-2 electronically 


7. Select the Employee Fields tab. Notice that the accounts selected for 
Fed_Income, Soc_Sec, MEDICARE, and St_Income match the 
accounts shown on page 603, Employee Defaults/Employee Fields 
window. 


8. Click on the Company Fields tab. These are the employer payroll tax 
liabilities. Notice that the accounts match the Employee Defaults/ 
Company Fields window shown on page 604. 


9. Click E 
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od 


10. Click on the General tab. Enter another employee. 


qk 


Employee ID: G001 

Name: Linda Gale 

Accept the default for Employee. 

Address: 170 Rural Road 

CityeS Zip: Atlanta, GA 30342 

E-mail: linda@mail.com 

Home phone: 404-555-0722 

Social Security No: 200-00-4822 

Type: FULL 

Withholding Info: 

Filing Status: Married for Federal, State (Married/Joinitly), 
and Local 

Allow: 2 for Federal, State, and Local 


Ms. Gale is paid hourly. Her regular pay is $12.50 per hour and her 
overtime pay is $18.75. Select the Pay Info tab and record this 
information. 


12. Save, then close the Maintain Employee & Sales Reps window. 


BACKING UP YOUR DATA 


Follow these steps to back up Chapter 15 data: 


1h. 


Zs 


From the Company Navigation Center, link to Back up. 
Click |_ Backup | 


Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 15 Begin in 
the File name field. 


Click La 


When the window prompts that This company backup will require 
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approximately 7.43MB, click on os J. When the Back Up 
Company scale is 100% complete, you have successfully backed up 
to the current point in Chapter 15. 


6. Continue or click on File, Exit to exit Peachtree. 


PAYROLL ENTRY 


In Chapter 4, Employees, Bellwether Garden Supply already had the 
default information set up. Since the payrol! tax tables were included for 
the sample company, all you needed to do for payroll was: 


>» Enter or select the Employee !ID. 

> Specify the pay period (period-ending date). 

> Verify the information the window displays (name and address of 
employee, amount of hours, and emplioyee/employer fields. ) 

» Print or post the paycheck. 


In Peachtree, the Payroll Entry window is also the payroll journal. All 
entries made in the Payroll Entry window show up in the payroll journal, 
and then are posted to both the Genera! Ledger and to the Employee file. 


Payroll entry is a simple process after completing the Payroll Setup 
Wizard and employee/employer default and maintenance information. 
When you set up employee and employer defaults, you set up the liability 
and expense accounts for payroll. When you set up the employee 
maintenance information, you set up the employee’s name; address; 
social security number; Federal, State, and Local withholding allowances; 
and pay levels. 


All journal entries made to the Payro!! Journal are posted both to the 
General Ledger and to the Employee file. Once an Employee ID is 
selected, the rest of the employee information is completed automatically. 
Enough information is entered in the Maintain Employees record, Default 
Information, and the payroll tax tables included with the software to 
determine what the paycheck amount should be. If the information is 
correct, you print or post the paycheck and proceed to the next 
employee. 


The check amount (or net pay) is automatically credited to Account No. 
10300, Payroll Checking Account. The withholding amounts are 
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ona 


calculated based on the Payroll Fields which were also defined in the 
Default Information that you previously entered. The rate and frequency 
of pay were set up in the Employee/Sales Rep record. For Samantha’s 
Service Merchandise, employees are paid weekly. 


To issue a payroll check, follow these steps. The steps below assume 
you copied the TAXTABLE.DAT file (refer to pages 592-596). If you did 
not copy the TAXTABLE.DAT file, use the Payroll Entry window for the 
amounts of the withholdings. Then, enter these amounts manually. 


1. From the Employees & Payroll Navigation Center, click | Eabnede 
Enter Payroll For One Employee. When the Peachtree Pa viol 


Solutions window appears, click Loum 


Troubleshooting: If a window appears asking you to register 
payroll, click on the Do not display this message again box. Then, 
click OK. 


Betore processing payroll using the most current payroll formulas, you must enter 

your tex registrstion number on the tax venice registration window Hycu've 

already purchased one of 2010 payrall tax solutions tor Peachtree, click on the 
“Register” button below to enter your tax registration number. 


‘eachtres tax registration number visit our web site at 
secommentegister or call 1-000-716-1892, 


Te purchase one of the 2010 payroll tep solutions tor Peachtree. call 
4-800-336-1420, 


To manually create and maintsin payroll tormulas go to File/Payroll 
Formulas/UserMaintainéd. 


IV Go not display this message again 
oe a 


2. The Select a Cash Account window displays. Select the Payroll 
Checking Account. 


Please select a cash accauntta 
use for this transaction, 


[Payroll Checking Accou 
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click LOX} 


In the Employee ID field, select Terry Ames. 


Leave the Check Number field blank. Type or select 7 as the Date. 


nee 


Make sure that Account No. 10300, Payroll Checking Account, is 
displayed in the Cash Account fie|c 
In the Pay Period End field, type 7 and press <Enter>. 


8. Accept the default for Weeks in Pay Period which is 1 week. 


9. In the Hours Worked table go to the Overtime Hours field. Type 2 
and press <Enter>. (If the Taxes — Benefits — Liabilities table is not 
completed automatically, tyoe each amount shown. The Payroll 
Entry window is shown below. Or, use the Payroll Journal shown on 
pages 619-621. Remember to type a minus sign in front of employer 
taxes. In order for payroll taxes to be automatically completed, see 
pages 592-596, Copying the TAXTABLE.DAT file and User- 
Maintained Payroll Tables. ) 


}* Payroll Entry mee eM Bee ae -/5| x] 
Fie Edit GoTo Window Help 

= itt pee ime ea] > / 
& New Gat & Bin * os & deans! Event leno tel 


Samantha's Service Merchandise aie ie — 
Check Number: | 
Date: [Jan 7, 2011 


Four Hundred Eighteen and 02/100 Shs hey saa eamsataaat weewesssasbonets SsensewesSeeneeeeed 


Cash Account 


10300 
Payroll Checking Account 


Cash Account Balance 


6,500.00 | 


Pay Period Ends 


Weeks in Pay Period 


Hours Worked | ia Taxes - Benefits - Liabilities 


Name ' Account 


Pay tothe Terry Ames 
Order of: 819 North 14th Street 
Atlanta, GA 30353 


Add another pay type Gross Pay: 537.50 Chan i 
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Comment ah 
Observe that the Taxes- Benefits - Liabilities table on the Payroll Entry window includes 


withholding amounts. These amounts are for example purposes only and do not reflect accurate 
payroll taxes. If withholding amounts are not shown, enter the amounts manually on your Payroll 
Entry window. 


A separate service provided by Peachtree Software at an additional cost includes payroll tax 
tables. More information about Peachtree’s Payroll Tax Service is included on their website at 


www.peachtree.com/productsServices/payrollSolutions/. 


10. Click Print 
=) lect f F om 


11. The Print Forms: Payroll Checks window appears. Click L. | Sete 
Select OCR Multi-Purpose PR Laser. 


OCR Direct Deposit Advice 
OCR Mult-Purp Laser w/15 Fids 
OCR Multi-Purp PR Continuous 
rane nae idl 5 ERs Cont 


Pay 3 
| ocr Payrall Prepared Cont 


ANSI Cornpliant Format Includes payrall headings. Use Peachtree forra PALMBO or LMPSS 
Compatible with envelope CE15. 


Comment 


The form you select is tied to the kind of printer you are using. You may 
need to make a different selection depending on your printer. 


12. Click [ox] 


13. The Print Forms: Payroll Checks window appears. Make sure that 
the form you chose is shown in the Use this form field. 
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14. Type 101 as the First check number 


[print Forms: Payroll Checks : 


3 ~Form——_——- ee 
| First check nurnber. 101 


; Use this form: OCR MultiPurnose PA La Selec own] | 
| 


; = 
| Number of copies: fi ef | 
| Print Sample | 


Name. HPLaserJetP4014/P4015 PCLS 
Type —- HP LaserJet P4014/P4015 PCL 
_ Where: DOT4_001 

Comment: 


15. Click [Pint | Your check starts to print. 


Terry Ames Employee |D: A001 
Socal Sec # xxx-xx-0001 
This Check E 

Gross 537 50 537 Hours Rate 
Fed Income -55.53 x5 : 40.00 1250 
Soc Sec -33.33 ; e 2.00 18.75 
MEDICARE 7.79 a 

St Income -2283 


Net Check $418.02 ta 42.00 


Pay Penod Beginning. Jan 1, 2011 Check Date: 1/7/11 
Pay Period Ending: Jan 7, 2011 Weeks in Pay Period: 1 


Check Number 101 dan 7, 2011 


Four Hundred Eighteen and 02/100 Dollars 


Temy Ames 
819 North 14th Street 
Atlanta, GA 30353 
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16. Make the selections to pay Ms. Gale on January 8, 2011. She 
worked 40 regular hours for Samantha’s Service Merchandise. If 
needed, use the Payroll Entry window shown below to complete the 
Taxes — Benefits — Liabilities table; or use the Payroll Journal shown 
on pages 619-621. 


ie Payroll Entry Se 
Be Edt GoTo Window Help . 
6 ¢ © G&G B. x 


4 : oteee Smet ls % Ra 
Clase New sist Gave Pit (Deete & Jounal Evert Repos Alcs Help 


Payroll Entry (GI 


pasate ns Ba 
Samantha's Service Merchandise ——— 
Check Number: : 
Date: = ie | i 4] 
jee) | 
Employee ID: [Goo Ss] $ 1 t to 4 
rete FS E 
Four Hundred Twenty-Five and 29/100 ***=*****<s2=<"200= RERRERR REDE MER aaaeaanmenansenaanannaenenese 


Pay to the Linda Gale 
Order of: 170 Rural Road 
Atlanta, GA 30342 


~~ Hours Worked Taxes - Benefits - 


Nare 


Add another pay type ‘Gross Pay: 560.00 


17 Print:cneck No-> 102: 
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Employee 1D: G001 
Soaal Sec # xxx-xx 4822 


This Check Year to Date 
Gross 500.00 500.00 Hours Rate 
Fed Income 221.15 2115 Reaular 40 00 1250 
Soc Sec -31.00 -31.00 
MEDI CARE 7.25 1.25 
St Income -15.31 -16.31 


Net Check $425.29 Tote 40.00 
Pay Penod Beginning Jan 1, 2011 Check Date: 1/7/11 
Pay Period Ending: Jan 7, 2011 Weeks in Pay Period 1 


Check Number 102 dan 7, 2011 


Four Hundred Twenty-Five and 29/100 Dollars 


Linda Gale 
170 Rural Road 
Atlanta, GA 30342 


18. Make the following payroll entries for Terry Ames and Linda Gale. If 
needed, refer to the Payroll Entry windows on pages 614 and 617 for 
the appropriate withholding amounts. 


Name Hours Worked i) Overtime 

1/14/11 T. Ames 40 [2 
1/21/11 | T. Ames 40 2 105 
L. Gale 40 106 
1/28/11 T. Ames 40 2 | 107 

_|L. Gale 40 | 108 | 


After recording the paycheck information, type the check number, 
| 
then click to post. You do not need to print the paychecks. 


19. Close the Payroll Entry window. 
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PRINTING THE PAYROLL JOURNAL 


From the Recently Used Employee Reports area of the Employees & 


Payroll Navigation Center, link to Print the Payroll Journal. 


Samantha’s Service Merchandise 


Payroll Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Fitter Criteria includes: Report order © by Check Date. Report is printed in Detad Format. 


Page: f 


Date GL AcctiD Reference Debit Am Credit Amt 
Employee 
VTA 77500 104 500.00 
Terry Ames 77606 37.50 
23400 §5.53 
24000 33.33 
24200 779 
23600 22.83 
24108 33.33 
24400 779 
23500 4.30 
23700 16.13 
23755 0.43 
72510 33.33 
72528 7.79 
72530 4.30 
72540 16.13 
72845 0.43 
10300 418.02 
17/14 77500 162 600.00 
Linda Gale 23400 24.48 
24000 34.00 
24200 7.26 
23600 15.31 
24100 34.00 
24400 7.28 
23500 4.00 
23700 16.00 
23755 0.40 
72510 31.00 
72520 7.25 
72530 4.00 
72540 15.00 
72545 0.40 
10300 425.29 
114/14 77500 163 600.00 
Terry Ames 77606 37.56 
23400 55.53 
24000 33.33 
24200 7.79 
23600 22.83 
24109 33.33 
24400 7.79 
23500 4.30 
23700 16.13 
23755 0.43 
72510 33.33 
72820 7.79 
72538 4.30 
72540 16.13 
72545 0.43 
10300 418.02 
414744 77500 104 500.00 
Linda Gale 23400 21.15 
24000 31.00 
24200 7.25 
23600 15.31 
24100 31.06 
24400 7.25 
23500 4.00 
23700 15.00 
23755 0.40 
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Samantha's Service Merchandise 
Payroll Journal 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format 
Date GL AcctiD Reference Debit Am Credit Amt 
Employee 


72510 
72520 
72530 
72540 
72545 
10300 


1/20/11 77500 
Terry Ames 77600 
23400 
24000 
24200 
23600 
24100 
24400 
23500 
23700 
23755 
72510 
72520 
72530 
72540 
72545 
10300 


1/21/11 77500 
Linda Gale 23400 
24000 
24200 
23600 
24100 
24400 
23500 
23700 
23755 
72510 
72520 
72530 
72540 
72545 
10300 


1/28/11 77500 
Terry Ames 77600 
23400 
24000 
24200 
23600 
24100 
24400 
23500 
23700 
23755 
72510 
72520 
72530 
72540 
72545 
10300 


1/28/11 77500 
Linda Gale 23400 
24000 
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ne BRE 


Samantha's Service Merchandise 
Payroll Journal 
For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by Check Date. Report is printed in Detail Format. 


Date GL Acct ID Reference Debit Am Credit Amt 
Employee 


24200 7.25 
23600 15.31 
24100 31.00 
24400 7.25 
23500 4.00 
23700 16.00 
23755 0.40 
72510 31.00 
72520 7.25 
72530 4,00 
72540 15.00 
72845 0.40 
10300 425.29 


4,628.52 4,628.52 


ACCOUNT RECONCILIATION 


In Chapters 12-15, you worked with Peachtree’s accounts payable, 
accounts receivable, inventory, and payroll systems. PCA’s general 
ledger is integrated with the other parts of the program. For example, 
when a vendor is paid, that entry is recorded in both the general ledger, 
Southern Bank and Accounts Payable accounts, and the individual 
vendor's account. In other words, the subsidiary ledger (vendor ledger) 
works together with the general ledger. 


General Ledger 


Account No. 10200 
Southern Bank 


Account No. 20000 | 
Accounts Payable 
(Current Liability) 


(Cash account) 


JJHO6 
James Jarvis Hardware 


(Vendor Ledger) 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


622 Chapter 15 


To see how this works, you are going to reconcile two bank statements. 


e The January 31, 2011 bank statement from Southern Bank (below 
and on page 623). 


e The January 31, 2011 bank statement from the Payroll Checking 
Account (page 623). 


Then, you are going to check the accounts receivable, accounts payable, 
and merchandise inventory account balances against the general ledger. 
This shows you that Peachtree’s subsidiary ledgers (customer ledgers, 


vendor ledgers, and inventory valuation) are in agreement with the 
associated general ledger accounis. 


Southern Bank Statement 


You may want to review the steps for Account Reconciliation in Chapter 
10, pages 340-343. 


Statement of Account Samantha's Service Merchandise 
Southern Bank 125 Peachtree Blvd. 
January 1 to January 31, 2011 Account No. 41382-31-09 Atlanta, GA 30301 

REGULAR CHECKING 


—— 
—— 
11 Checks (-) 9,446.63 


a tenets 

9 Deposits(+) 3,606.88 Y. 

[_ ee 

Service Charges (-) 1/31/11 | 18.00 | a 
DEPOSITS 


CHECKS (Asterisk * indicates break in check number sequence) 


1/5/11 Transfer 6,500.00 
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Es 
__ aa 
ME i 
a 
a 
ae 


(Shy | Xeey |) (ee |) vee) 
OBSs om Ee 
Gif) Go) NGO || OS 
COF ft SIP Oo7 cn 


1/30/11 
1/30/11 


NOTE: Deposits that are recorded on the same day may be added 
together on the Account Reconciliation window. For example, $693.88 
may be shown for $53.88 plus $640. 


685.80 


Payroll Checking Account Bank Statement 


Statement of Account Samantha’s Service Merchandise 
Payroll Checking Account 125 Peachtree Blvd. 
January 1 to January 31, 2011 Account No. 443-8711982 Atlanta, GA 30301 


REGULAR CHECKING 


rasta 
1 Deposits) outet sae 
zal ede 
6 Checks (-) ae 2,529.93 
Service Charges (-) 1/31/11 15.00 
Ending Balance 1/31/11 3,955.07 i 
DEPOSITS 


CHECKS (Asterisk * indicates break in check number sequence) 


Sane roo : 
eee : 


6,500.00 


1/15/11 5 418.02 RS 
1/29/11 6 425.29 pees 


Printing Reports: Account Reconciliation, Accounts Receivable, 
Accounts Payable, and Inventory 


1. Print the Southern Bank account reconciliation report. 
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Samantha's Service Merchandise 
Account Reconciliation 
As of Jan 31, 2011 
10200 - Southern Bank 
Bank Statement Date: January 31, 2011 


Filter Crtena includes: Report is printed in Detail Format 


Beginning GL Balance 
Add: Cash Receipts 

Less: Cash Disbursements 
Add (Less) Other 

Ending GL Balance 
Ending Bank Balance 


Add back deposits in transit 
Jan 30, 2011 1/30/11 


Total deposits in transit 
(Less) outstanding checks 
Jan 30,2011 3040 
Jan 30,2011 3041 
Total outstanding checks 1,000.00) 
Add (Less) Other 
Tota! other 


Unreconciled difference 


Ending GL Balance 


2. Print the Payroll Checking Account reconciliation report. (Hint: On 
the Account Reconciliation Select a Report or Form window, click 


* 
pions |. In the Select a filter field, select Account No. 10300, Payroll 
Checking Account.) 
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Samantha's Service Merchandise 
Account Reconciliation 
As of Jan 31, 2011 
40300 - Payroll Checking Account 
Bank Statement Date: January 31, 2014 


Fitter Oetiena includes: Report is printed in Detail Format 


Beginning GL Balance 
Add: Cash Receipts 
Less: Cash Disbursements 3,373.24) 


Add (Less) Other 6485 00 


Ending GL Balance 341776 


Ending Bank Baiance 3,955.07 
Add back deposits in transit 
Total deposits in transit 
(Less) outstanding checks 
Jan 28,2041 107 (418.02) 
Jan 28,2011 108 (425 29) 
Total outstanding checks (843.313 
Add (Less) Other 
Total other 


Unreconciled difference 


Ending GL Balance 


3. Print the General Ledger accounts 10200 and 10300. tll On the 


General Ledger Select a Report or Form window, click arin: On 
the Modify Report - General Ledger window, select the filter GL 
Account ID. Select One or more, then place a checkmark in the 
boxes next to 10200 and 10300. Click OK.) Observe that Account 
No. 10200, Southern Bank; and Account No. 10300, Payroll 
Checking Account agree with the Ending GL Balances shown on the 
account reconciliation reports on pages 624 and 625: $69,018.25 
and $3,111.76, respectively. 
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Samantha's Service Merchandise 
Genera! Ledger 
For the Period From Jan 1, 2011 to Jan 34, 2011 
Filter Critena includes: 1) !Ds: Multiple IDs. Report order is by |D. Report is printed with shortened descnptons and in Detail Format. 


Account ID Date Reference Jml Trans Description DebitAmt CreditAmt Balance 
Account Descri 
10200 W41/11 alance 73,500.00 
Southem Bank 1/5/11 GENJ 6,500.00 
1/14/41 Invoice 103. CRJ 324.00 
1/21/11 Invoice 101 CRJ Ain 324.00 
1/22/1 Invoice 104 CRJ Jud 105.00 
1/23/1 Cash CRJ c 1,404.00 
1/24/1 3030 cDJ De \fie 160.00 
1/24/1 3031 CDS U st office 41.00 
1/24/1 3032 cDJ Boulevard Office S 107.65 
1/24/1 3033 CDJ SMI Phone Co 72.14 
1/24/1 Invoice 106 CRJ Aimee Perkir 324.00 
1/25/1 3034 CDS Lonnie Crosby 500.00 
1/25/1 3035 CDs antha Currier 500.00 
1/25/1 3036 CDJ ster Lee Product 370.44 
1/26/1 Invoice 108 CRJ Perry Murt 216.00 
1/28/1 3037 CDJ James Jarvis Hard 392.00 
1/28/1 3038 CDJ Ronnie Becker Fab 117.60 
1/28/1 Invoice 105 CRJ Bernice Blair 53.88 
1/28/1 Invoice 102 CRJ Denise Cante 640.00 
1/29/1 Cash CRJ Barb WV 216.00 
1/30/1 3039 CDJ M Mortgage Co 685.80 
1/30/1 3040 CDJ : 2 Crosby 500.00 
1/30/1 3041 CcDJ Samantha Currier 500.00 
1/30/1 Cash CRJ Cash sale 2,376.00 
1/34/1 01/31/11 GENJ Service Charge 18.00 


d Cha 5,982.88 1046463 -4438175 


1/341 Ending Balance 


10300 1/1/11 Beginning Balance 

Payroll Checking 1/5/11 GENJ Payroll Checking A 6,500.00 
W711 = 101 PRJ Terry Ames 418.02 
1/7111 +102 PRJ nd 425.29 
1/14/1103 PRJ 418.02 
1/1441 104 PRJ 425.29 
1/21/1105 PRJ 418.02 
1/21/1106 PRJ 425.29 
1/28/1 107 PRJ 418.02 
1/28/1108 PRJ a Gale 425.29 
1/31/1 01/31/11 GENJ Se e Charge 15.00 

Current Period Cha 6,500.00 3,388.24 3,111.76 

1/311 Ending Balance 


4. Print the general ledger account balance for Account No. 11000, 
Accounts Receivable. 
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Samantha's Service Merchandise 
General Ledger 


For the Period From Jan 1, 2011 to Jan 31, 2014 
Fitter Critena includes: 1) (Os: 11000. Report order is by ID. Report is printed with shoriened deserptions and in D: 


Account ID Date Reference Jrnt Trans Description Debit Amt Credit Amit Balance 
Account Descriptio 


41000 Tt/tt Beginning Balance 

Accounts Recewabie 1/8/11 161 Aimee Perkins 324.66 
velt4 = 102 Denise Canto 640.00 
W614 163 Perry Murony 432.00 
qiBiit 104 dudith Piner 486.00 
qAGAM1 105 Bermice Blair 53.88 
4141) CM103 Perry Murphy 
1411 Invoice 103 Perry Murphy - invo 
1ASA1 Aimee Perkins 324.00 
VIA Denise Canto 320.00 
W4Si44 Perry Murphy 276,00 
V20i11 Bemice Blair 81.00 
W241 Invoice 101 Aimee Perkins - Inv 
22/11 invoice 104 CI Judith Piner - Invoi 
4/24/41 Invoice 106 Aimee Perkins - inv 
126/11 Invoice 108 Perry Murphy - inve 
1/2811 Invoice 106 Bernice Blair - invoi 
1/28/11 Invoice 102 CF Denise Canto - Inv 

Current Period Cha 2,875.88 

V34i44 Ending Balance 


LEPLOPELYOD 


5. Compare the general ledger’s accounts receivable balance to the 
customer ledgers balance. 


Samantha's Service Merchandise 
Customer Ledgers 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Fitter Criteria includes: Report order ie by 1D. Report is printed in Detail Format, 


Customer iD Date Trans No Type Debit Amt Credit Amt Balance 
Customer 


apoo1 V6i11 101 324.00 324.00 
Aimee Perkins Vi9iN 106 324.00 648.00 
W241 Invoice 104 324 00 
1/2441 Invoice 106 0.06 


bd002 iON =105 53.88 
Bermice Blair 120/41 109 $ 134.88 
SEN Invoice 165 81.00 


éc003 4/6111 102 ; 640.00 
Denise Canto Wig 107 960.00 
1284 Invoice 102 640.00 320.00 


gp004 6/11 104 : 486.00 
Judith Piner 1/22/14 Invoice 104 105.00 381.00 


pmoos 1/6H11 103 432.00 432.00 
Perry Murphy 1141 CM103 108.00 324.00 
{4s} Invoice 103 324.00 0.00 
49/1 108 216.00 216.00 
261 Invoice 108 216.00 0.00 


Report Total 2,876.88 2,094.88 782.00 
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6. Print the general ledger account balance for Account No. 20000, 
Account Payable. (A minus sign in front of a general ledger balance 
means it is a credit balance.) 


Samantha's Service Merchandise 
General Ledger 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: 1) IDs: 20000. Report order is by ID. Report is printed with shortened descriptions and in Detail Format 


Account ID Date Reference Jrnl Trans Description Debit Amt Credit Amt Balance 
Account Descriptio 


20000 1/1/11 3alance 

Accounts Payable 1/3/11 56JJ PJ $ Hardware 300.00 
1/14/1112 PJ Sales and S 512.00 
1/20/1 90 PJ ts 432.00 
1/20/1210 Pg 120.00 
1/20/1 78JJ PJ 500.00 
1/25/1 VCM30 PJ 54.00 
1/25/1 3036 CDJ 378.00 
1/28/1 VCM78JJ PJ 100.00 
1/28/1 3037 CcDJ 400.00 
1/28/1 3038 CDJ 120.00 


1,052.00 1,864.00 -812.00 


1/31/14 Ending Balance -812.00 


7. Compare the general ledger’s accounts payable balance to the 
vendor ledgers balance. 


Samantha's Service Merchandise 
Vendor Ledgers 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: Report order is by ID. 


Vendor ID Date Trans No Type Paid Debit Amt Credit Amt Balance 
Vendor 


JJHO6 1/3/11 56JJ J 300.00 300.00 
James Jarvis Hardware 1/20/1 78JJ . 500.00 800.00 
1/28/1 VCM78JJ s 700.00 


1/28/1 3037 ‘ 8.00 700.00 
1/28/1 3037 300.00 


LLPO7 1/20/1 90 J : 432.00 432.00 
Lester Lee Products 1/25/1 VCM90 : P 378.00 
1/25/1 3036 7.56 378.00 
1/25/1 3036 0.00 


RBFO8 1/20/1 210 120.00 120.00 
Ronnie Becker Fabrics 1/28/1 3038 ; 2.40 120.00 
1/28/1 3038 0.00 


TSSO9 1414/1 112 512.00 512.00 
Tomlinson Sales and Ser 


Report Total 1,069.96 1,881.96 812.00 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Employees, Payroll, and Account Reconciliation 629 


8. Print the general ledger account balance for Account No. 12000, 
Merchandise Inventory. 


Samantha's Service Merchandise 
General Ledger 


For the Period From Jan 1, 2011 to Jan 31, 2011 
Filter Criteria includes: 1) IDs: 12000. Report order is by 1D. Report is printed with shortened descriptions and in Detail Format 


Account ID Date Reference Jrnl Trans Description DebitA Credit Amt Balance 
Account Description 


42000 V1 Beginning Balance 27,740.00 
Merchandise Inventory 1/3/11 56JJ James Jarvis Hardware - Item 
1/6/11 101 Aimee Perkins - Item: 007har 
1/6/11 102 Denise Canto - Item: 003fioor 
1/6/11 103 Perry Murphy - Item: 002wall 
1/6/11 104 Judith Piner - Item: 0O0thardw 
1/14/11 CM103 Perry Murphy - Item: O02wail 
1/14/11 112 Tomlinson Sales and Service 
115/11 LO lighting 128.00 
1/19/11 106 Aimee Perkins - Item: 00 thar 100.00 
1/19/11 107 Denise Canto - Item: 003floor 108.00 
1/19/11 108 Perry Murphy - Item: 002\vail 60.00 
1/20/11 90 Lester Lee Products - Item: 0 
1/20/11 210 Ronnie Becker Fabrics - Item: 
1/20/11 78JJ James Jarvis Hardware - Item 
1/23/11 Cash Cash sales - Item: 002wall - T 3090.60 
1/23/11 Cash Cash sales - Item: OO1hardwa 100.00 
1/25/11 VCM90 Lester Lee Products - Item: 0 54.00 
1/28/11 VCM78JdJ James Jarvis Hardware - Item 100.00 
1/29/11 Cash Barb Wilson - Item: 002wall - 60.00 
1/30/11 Cash Cash sales - Item: 002wall - T 300.00 
1/30/11 Cash Cash sales - Item: OOthardwa 400.00 
Current Period Change 2,296.00 -402.00 
4134/14 Ending Balance 27,338.00 


9. Compare the general ledger’s merchandise inventory account 
balance to the Inventory Valuation Report’s item value. (Hint: From 
the Reports list, select Inventory; Inventory Valuation Report.) 


Samantha's Service Merchandise 
Inventory Valuation Report 


As of Jan 31, 2011 
Filter Criteria includes: 1) Stock/Assembly. Report order is by ID. Report is printed with shortened descriptions. 


Item ID Item Description Stocking U/ CostMethod QtyonHand Item Value Avg Cost % of Inv Value 
item Class 


OOthardwar hardware each Average 87.00 4,350.00 50.00 
Stock item 


002wall wail each Average 125.00 3,750.00 30.00 
Stock item 


O03floor floor each Average 201.00 10,854.00 54.00 
Stock item 


O04lights lighting each Average 131.00 8,384.00 64.00 


Stock item 


27,338.00 
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PRINTING THE GENERAL LEDGER TRIAL BALANCE 


Samantha's Service Merchandise 
General Ledger Trial Balance 


As of Jan 31, 2011 
Filter Critena includes: Report order is by 1D. Report is printed in Detai’ Format 


Account! Account Description Debit Amt Credit Amt 


10200 Southem Bank 

10300 Payroll Checking Account 

10400 Wells Savings & Loan 

11000 Accounts Receivable 

12000 Merchandise Inventory 

13000 Supplies 

14000 Prepaid Insurance 2,400.00 

15000 Fumiture and Fixtures 5,000.00 

15100 Computers & Equipment 7500.00 

15500 Building 00,000.00 

20000 Accounts Payable 812.00 
23100 Sales Tax Payable 429 99 
23400 Federal Payroll Taxes Payable 306.72 
23500 FUTA Tax Payable 33.20 
23600 State Payroll Taxes Payable 152 56 
23700 SUTA Payable 124 52 
23755 SUTA2 Payable 3.32 
24000 FICA Employee Taxes Payabie 257.32 
24100 FICA Employer Taxes Payable 257.32 
24200 Medicare Employee Taxes Pay 60.16 
24400 Medicare Employer Taxes Paya 60.16 
27000 Long-Term Notes Payable 20,500.00 
27400 Mortgage Payable 74,412.05 
39006 Lonnie Crosby, Capital 71,195.00 
39007 Lonnie Crosby, Drawing 

39008 Samanta Currier, Capital 71,195.00 
39009 Samanta Currier, Drawing 

40000 Sales-Hardware 2,550.00 
40200 Sales-W all 2,700.00 
40400 Sales-Floor 960.00 
40600 Service Fees 124 89 
50000 Cost of Sales-Hardware 850.00 

50500 Cost of Sales-Wall 810.00 

57000 Cost of Saies-Floor 324.00 

57050 Cost of Sales-Lights 128.00 

59500 Purchase Discounts 

62000 Bank Charges 33.00 

67500 interest Expense 97.85 

70000 Maintenance Expense 160.00 

72510 FICA Expense 257.32 

72520 Medicare Expense 60.16 

72530 FUTA Expense 33.20 

72540 SUTA Expense 124.52 

72545 SUTA2 Expense 3.32 

73500 Postage Expense 41.00 

75500 Supplies Expense 107.65 

76000 Telephone Expense 72.14 

77500 Wages Expense 4,000.00 

77600 Overime Expense 150.00 


Total: 246,152.17 246,152.17 
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PRINTING THE FINANCIAL STATEMENTS: BALANCE SHEET 


“Current Assets 

Southern Bank 

Payroll Checking Account 
Wells Savings & Loan 
Accounts Receivable 
Merchandise Inventory 
Supplies 

Prepaid Insurance 


Total Current Assets 


Property and Equipment 
Furniture and Fixtures 
Computers & Equipment 
Building 


Total Property and Equipment 
Other Assets 
Total Other Assets 


Total Assets 


current Liabilities 

Accounts Payable 

Sales Tax Payable 

Federal Payroll Taxes Payable 
FUTA Tax Payable 

State Payroll Taxes Payable 
SUTA Payable 

SUTA2 Payable 

FICA Employee Taxes Payable 
FICA Emplover Taxes Payable 
Medicare Employee Taxes Payabl 
Medicare Employer Taxes Payabl 


Total Current Liabilities 
Long-Term Liabilities 
Long-Term Notes Payable 
Mortgage Payable 

Total Long-Term Liabilities 
Total Liabilities 

“apital 

Lonnie Crosby, Capital 
Lonnie Crosby, Drawing 
Samanta Currier, Capital 
Samanta Currier, Drawing 
Net Income 


Total Capital 


Total Liabilities & Capital 


Samantha's Service Merchandise 


Balance Sheet 
January 31, 2011 


ASSETS 


69.018.25 

3,111.76 
20,000.00 
782.00 


$000.00 
7.500.00 
100,000.00 


“ 


LIABILITIES AND CAPITAL 


$12.00 
429.99 
306.72 


bt 


bo Ue Wo 
wmf WO de ha ad 
in 


Ww 
bia 
Ws Wo 


et 
DAMM bh 


lo la 


beck bat 


20.500.00 
74.412.05 


71,195.00 
(1,000.00) 
71,195.00 
(1,000.00) 
(899.31) 


124_400.01 


112,300.00 


0.00 


236,900.01 


94,912.05 


97 409.32 


139.490.69 


236,900.01 
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Print the <Standard> Income Stmnt (Income Statement). 


Current Month Year to Date 


2 $50.00 025 §$ 2550.00 
700.00 2700.00 
960.00 
124.89 


6,334.89 


Cost of Sales-Hardwase $50.00 134 $50.00 
Cost of Sales-Wall £10.69 12.79 $10.00 
Cost of Sales-Floor 324.0 5.11 324.00 
Cost of Sales-Laghts 128 2.0 128.00 
Purchase Discounts (17.96 0.28 (17.96) 


Total Cost of Sales 2,094.04 33.06 2,094.04 


4.240.85 


33.00 
97.85 
160.00 
257.32 
60.16 
33.20 
124.52 
3.32 
41.00 
107.65 
72.14 
4.000.00 
150.00 


5,140.16 


(899 31) (14.20) 


For Management Purposes Only 
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Print the <Standard> Cash Flow. 


Samantha's Service Merchandise 
Statement of Cash Flow 
For the one Month Ended January 31, 2011 


Current Month 


Cash Flows from operating activities 
Net Income 4890.31) 
Adjustments to reconcile net 

income to net cash provided 
by operating activities 

Accounts Recervable (782.00) 
Merchandise Inventory 402.00 
Accounts Payable $12.00 
Sales Tax Pavable 

Federal Pavroli Taxes Pavable 
FUTA Tax Payable 

State Payroll Taxes Payable 
SUTA Payable 

SUTA2 Payable 

FICA Emplovee Taxes Pavable 
FICA Employer Taxes Payable 
Medicare Employee Taxes Payabl 
Medicare Employer Taxes Payab! 


fot rok a Lad Lad 
DD be te NW Pho 


Total Adjustments 


Net Cash provided by Operations 


Cash Flows from investing activities 
Used For 


Net cash used in investing 


Cash Flows from financing activities 

Proceeds From 

Used For 

Mortgage Payabie (587.95) (587.95) 
Lonnie Crosby. Drawing (1.600.060) {1.000.00 
Samanta Cumier, Drawing 1,000.00) (1.006.00) 


(2,587.95) 


Net cash used im financing 


Net merease <decrease™ mm cash (1.368.998) 


Cash Balance at End of Period 
Cash Balance at Beg of Penod 


Net Increase <Decrease> in Cash 


$2,130.01 $ 
(93,500.00) 


(93,500.00) 


(1,369.99) § 


(1,369.99) 


Unaudited - For Intemal Use Only. 
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BACKING UP CHAPTER 15 DATA 
Follow these steps to back up Chapter 15 data: 


1. From the Company Navigation Center, link to Back up. 


2. Click Backup | 


3. Accept the default for backing up to the hard drive or make the 
selections to back up to another location. Type Chapter 15 in the 
File name field. 


4. Click LS] 


5. When the window prompts that | "his company backup will require 


approximately 7.47MB, click on Le . When the Back Up 
Company scale is 100% complete, “you have successfully backed up 
to the current point in Chapter 15. 


6. Continue or click on File, Exit to exit Peachtree. 


EXPORT REPORTS TO EXCEL 
1. Export the following reports to Excel: 


Payroll Journal 

General Ledger Trial Balance 
Balance Sheet 

Income Statement 
Statement of Cash Flow 


2. Save. Use the file name Chapter 15 _PayJ_GLTB_BS_IS_SCF.xlsx. 
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INTERNET ACTIVITY 
1. | From your Internet browser, go to the book’s website at 
www.mhhe.com/yacht2011. 


2. | Link to Student Edition. 

3. | Inthe Choose a Chapter field, select Chapter 15. Observe that the Quizzes 
and More Resources list includes additional activities. In the Course-wide 
Content list, link Internet Activities; then link to Part 3 Internet Activities for 

4. | Complete the SALARY WIZARD-Chapter 15 exercise. Read steps 1-5. 


Follow the steps shown on the book’s website to complete this Internet 
activity. 


Using a word processing program write a brief summary of what you 
find. Include all appropriate website addresses. 


SUMMARY AND REVIEW 


Complete the following end-of-chapter activities: 


1. Going to the net, pages 635-636 

2. Multiple-choice questions, pages 636-638 

3. Exercises 15-1 and 15-2, pages 638-645 

4. Assessment rubric, page 645 

5. Analysis question, page 645 

6. Chapter 15 Index, page 646 
GOING TO THE NET 
Access the Employer Reporting and Instructions website at 
http://www.ssa.gov/employer/. Link to General W-2 Filing Information, 
then answer these questions. 

1. What are dates that employers must send W-2 information to the 

Social Security Administration? (Include the dates for both electronic 


and paper filing.) 
2. When must employers give employees their W-2? 
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3. What two forms do employers send to the Social Security 
Administration? 


Multiple-Choice Questions: |n the space provided, write the letter that 
best answers each question. 


1. The cash account to credit when disbursing checks for 
Samantha’s Service Merchandise employees is: 


. Account No. 10200, Southern Bank. 

. Account No. 10300, Payroll Checking Account. 
Account No. 23200, Wages Payable. 

. Account No. 77500, Wages Expense. 

. None of the above. 


e200 


2. The amount withheld from emer 


loyees' paychecks depend on: 


. How many employees a company has. 

The amount withheld changes on every paycheck. 
There are no withholdings. 

The number of withholding allowances. 

. None of the above. 


e200 


3. Guidelines for employee and employer withholdings are found 
in the following IRS publication: 


. Circular E, Employer’s Tax Guide. 

. Circular E, Employee's Tax Guide. 
Circular F, Employee/Employer Tax Guide. 
Both a. and b. 

. None of the above. 


C0200 


4. On the Maintain Employees/Sales Reps window, you enter the 
following types of information: 


. Employee name, address, and telephone number. 
. The way an employee is paid. 

Tax filing status and withholding allowances. 

. All of the above. 

. None of the above. 


Oo OoL0, Oo 
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5. Terry Ames received a January 7 paycheck in the amount of: 


a. $495.00. 
b. $418.02 
c. $400.00. 
d. $550:00. 
e. None of the above. 


6. The entry in the General Journal for the transfer of funds on 
January 5, 2011 Is: 


a. Debit, Account No. 10200, Southern Bank, $6,500; 
Credit, Account No. 10300, Payroll Checking Account, 
$6,500. 

b. Debit, Account No. 10300, Payroll Checking Account, 
$6,500; Credit, Account No. 10200, Southern Bank, 
$6,500. 

c. Debit, Account No. 10400, Wells Savings & Loan, $6,000; 
Credit, Account No. 10200, Southern Bank, $6,000. 

d. Debit, Account No. 10200, Southern Bank, $6,500; 
Credit, Account No. 10400, Wells Savings & Loan, $6,500. 

e. None of the above. 


7. All of these payroll tax deductions are subtracted from an 
employee's gross pay EXCEPT: 


. Federal income tax (FIT). 

. Social security tax (FICA). 
Medicare tax. 

. Federal unemployment tax (FUTA). 
. None of the above. 


eQad0cw 


8. The Gross Pay Account is: 


. Account No. 72000, Payroll Tax Expense. 

. Account No. 23400, Federal Payroll Taxes Payable. 
Account No. 77500, Wages Expense. 

. Account No. 24000, FICA Employee Tax Payable. 

. None of the above. 


Cadet 
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9. Linda Gale received a January 14 paycheck in the amount of: 


. $449.02. 
. $338.59. 
$425.29. 
. $360.00. 
. None of the above. 


2Q200® 


10. The maximum taxable earnings subject to social security 
taxes can change due to: 


COLA. 

The amount of monthly wages. 
The number of exemptions. 
The Medicare tax. 

. None of the above. 


e295 


Exercise 15-1: Follow the instructions below to complete Exercise 15-1. 
Exercises 12-1, 12-2, 13-1, 13-2, 14-1, and 14-2 must be completed 
before starting Exercise 15-1. 


1. Start PCA. Open the company that you set up in Exercise 12-1, Your 
Name Sales & Service. 


2. Restore your data from Exercise 14-1. To make sure you are starting 
with the correct data, display Exercise 14-2’s General Ledger Trial 
balance (step 6, page 583). 


3. Journalize and post the following General Journal entry: 


01/06/11 Transferred $5,450 from Account No. 10200, First 
Bank, to Account No. 10300, Payroll Checking 
Account. 


4. Print the January 6, 2011 General Journal. 
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5. Locate the directory for Your Name Sales & Service by selecting 
Maintain; Company Information. Write down the Directory field here: 


6. Exit Peachtree. Before copying the TAXTABLE.DAT file, check with 
your instructor. Copy the TAXTABLE.DAT from the BCS folder to 
your company’s folder. (Hint: Refer to pages 592-596, Copying the 
TAXTABLE.DAT File and User-Maintained Payroll Tabies.) You can 
also record payroll taxes manually. The Payroll Entry window is 
shown on page 642. 


7. Start Peachtree. Open Your Name Sales & Service. If you copied the 
TAXTABLE.DAT file, check the User-Maintained Payroll Formulas 
window. Refer to pages 597-601 to complete the Payroll Setup 
Wizard. 


8. Refer to pages 602-604 for entering employee and employer default 
information. Use the Employee Fields shown below. 


For Fed_Income, accept the default for Account No. 23400, Federal 
Payroll Taxes Payable. 


Soc_Sec, Account No. 24000, FICA Employee Taxes Payable 


MEDICARE, Account No. 24200, Medicare Employee Taxes 
Payable 


St_Income, Account No. 23600, State Payroll Taxes Payable 


Verify your Employee Fields window with the one shown on page 
603. 


9. Use the following Company Fields: 
Liability column Expense column 


Soc_Sec_C 24100, FICA Employer 72510, FICA 
Taxes Payable Expense 
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10. 


14 


Medicare_C 24400 Medicare 72520, Medicare 
Employer Taxes Payable Expense 
Fed_Unemp_C 23500, FUTA Tax 72530, FUTA 
Payable Expense 
St_Unemp_C 23700, SUTA Payable 72540, SUTA 
Expense 


St2_Unemp_C 23755, SUTA2 Payable 72545, SUTA2 
Expense 


Verify your Company Fields window with the one shown on page 604. 


Refer to pages 604-608 to complete the payroll setup wizard. 
Add the following employees. 

Employee ID: C50 

Name: Rick Cramer 

Accept the default for Employee 

Address: 43121 Farrington Road 

City, ST Zip: Atlanta, GA 30312 

E-mail: Cramer@email.com 

Home phone: 404-555-0220 

Social Security #: 400-00-0022 

Type: FULL 

Withholding Info: 

Filing Status: Single for Federal, State, and Local 
Allowances: 1 for Federal, State, and Local 


Pay Info: Hourly, $12.50/hour; $18.75/hour, overtime; paid weekly 


Employee ID: M60 


Name: Margaret McClellan 
Accept the default for Employee 

Address: 55 First Street 

City, ST Zip: Atlanta, GA 30312 
E-mail: McClellan@email.com 
Home phone: 404-555-0090 
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ISIE ESOT RE 


Social Security #: 004-00-1234 


Type: FUE 

Withholding Info: 

Filing Status: Single for Federal, State, and Local 
Allowances: 1 for Federal, State, and Local 


Pay Info: Hourly, $12.50/hour; $18.75/hour, overtime; paid weekly 


12. Print an employee list. (Hint: Reports & Forms; Payroll, Employee 
List.) 


13. Back up. (Use Exercise 15-1 as the file name.) 
14. Exit PCA or continue. 
Exercise 15-2: Follow the instructions below to complete Exercise 15-2. 

1. Start PCA. Open your company. 

2. If necessary, restore data from Exercise 15-1. 

3. On January 7, 2011, issue payroll check 6050 to Rick Cramer. Mr. 
Cramer worked 40 regular hours. Issue paychecks from the Payroll 
Checking Account. Type 6050 in the Check Number field. To post, 
save after each payroll transaction. The Payroll Entry window on the 


next page can be used for issuing paychecks 6050-6057. If 
necessary, record payroll tax amounts manually. 
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By ane Tal 


ie Payroll Entry 
Fie Edit GoTo Window Help 


Payroll Entry 


Student Name Sales & Service 


Cash Account 


Check Number [6050 7 


10300 


Me 


Employee ID;| CSO aj Payroll Checking Account 
Cash Account Balance 
Three Hundred Ninety-One and 27/100 “="="=""""een=-s0nseansenernees uss paielabineconenpaanceaong! yaacnsh) = 5,450.00 | +f; 


Pay to the Rick Cramer Pay Period Ends 
Order of: 43121 Farrington Road Jan 7, 2011 
Atlanta, GA 30312 = 
Weeks in Pay Period 


Hours Worked 


Add another pay type Change order of payroll fields 


4. On January 7, 2011, issue payroll check 6051 to Margaret 
McClellan. Ms. McClellan worked 40 regular hours. 


5. Make the following payroll entries for Rick Cramer and Margaret 


McClellan. 
Date Name Hours Worked ui Overtime Check No. 
1/14/11 R. Cramer 40 6052 
M. McClellan 40 6053 


1/21/11 R. Cramer 40 
M. McClellan 40 
1/28/11 R. Cramer 40 


M. McClellan 40 


After recording the paycheck information, type the check number, 
then post. You do not need to print paychecks 6050-6057. 


6. Print the Payroll Journal. 


7. Complete account reconciliation for First Bank. 
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vor renenreeners 


Statement of Account Student Name Service Merchandise 
First Bank Student Address 
January 1 to January 31, 2011 Account No. 382-0312-19 Student City, State, Zip 


REGULAR CHECKING 


Previous Balance $62,500.00 i) a 

6 Deposits(+) 5 a 7,360.20 La he 

Service Charges (-) 12.00 | «hell a 

Ending Balance 63,012.63 yen fe a 
DEPOSITS 

367.20 275.40 

486.00 972.00 | 


507.60 | 1/31/11 4,752.00 


CHECKS (Asterisk * indicates break in check number sequence) 


1/15/11 Transfer 5,450.00 | 
SN 
1/15/11 2020 392.00 
1/24/11 2021 wa 
1/24/11 2022 125.00 
1/27/11 2023 41.00 
1/27/11 2024 145.72 
1/27/11 2025 46.65 


1/30/11 2026 400.00 


8. Complete account reconciliation for the Payroll Checking Account. 


8 Checks (-) 


| 
| 
if 
| 
| 


1/15/11 
1/22/11 
1/23/11 
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Statement of Account Student Name Service Merchandise 
Payroll Checking Account Student Address 
January 1 to January 31, 2011 Account No. 613-4588770 Student City, State, Zip 

REGULAR CHECKING 


Previous Balance 12/31/10 4 y 0.00 eee Ss 
Service Charges (-) 1/31/11 ] 15.00 SSeS a = 
Ending Balance 1/31/11 | 2,304.84 Ree es eS 


1 Deposits(+) 
8 Checks (-) 


DEPOS 


1/5/11 5,450.00 


CHECKS (Asterisk * indicates break in check number sequence) 

1/7/11 6050 391.27 
1/7/11 6051 391.27 
1/14/11 6052 391.27 


1/14/11 6053 391.27 


1/21/11 6054 391.27 


1/21/11 | 6055 391.27 


1/28/11 6056 391-27 


1/28/11 6057 391.27 


9. Print the account reconciliation report for First Bank. 
10. Print the account reconciliation report for the Payroll Checking 
Account. 
11. Print the Customer Ledgers: Vendor Ledgers; and Inventory 


Valuation Report. 


_— 


2. Print the General Ledger Tria! Balance. 


— 


3. Print the following financia! statements: Balance Sheet, Income 
Statement, and Statement of Cash Flow. 
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Check Your Figures: 


Total Assets: 
Gross Profit 
Net Increase in Cash 


14. Make a backup. (Use Exercise 15-2 as the file name.) 


$188,267.47 
4,447.80 
2,817.47 


15. Export the following files to Excel: 


Employee List 
Customer Ledgers 
Vendor Ledgers 


Payroll Journal 


Balance Sheet 
Income Statement 


Inventory Valuation Report 


General Ledger Trial Balance 


Statement of Cash Flow. 


ey me 


645 


16. Use the file name Exercise 15-2_ EL_CL_VL_IVR_PayJ_GLTB_ 


BS_IS_SCF.xisx. 


ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 


Student Edition, select Chapter 15, Assessment Rubric link. 


Date Transaction 


Navigation 
| Center/Module 


| 


Task 
Window 


Journal 
Dr./Cr. 


m7 Issue payroll Check 
No. 6050 to Rick 
Cramer for 40 regular 


hours. 


ANALYSIS QUESTION 


What is the purpose of the TAXTABLE.DAT file? How do you check that 
the company includes the payroll formulas? 
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CHAPTER 15 INDEX 
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2 Georgia Sports 


SADE SRR TOD 


In Project 2, you complete the Computer Accounting Cycle for Georgia 
Sports, a merchandising business. Georgia Sports sells mountain 
bicycles, road bicycles, and children's bicycles. It is organized as a 
corporation. You purchased Georgia Sports in December 2010. 

It is the purpose of Project 2 to review what you have learned in Part 3 of 


the book, Peachtree Complete Accounting for Merchandising 
Businesses. Accounts payable, accounts receivable, payroll, and 
inventory transactions are included in this project. Account reconciliation 
is also completed. 


Vendors offer Georgia Sports a purchase discount of 2% 15, Net 30 
days. 


At the end of Project 2, a checklist is shown listing the printed reports that 
you should have. The step-by-step instructions also remind you to print 
reports and back up. 


Follow these steps to complete Project 2, Georgia Sports: 
Step 1: Start Peachtree. 


Step 2: If a company opens, from the menu bar, select File; New 
Company; No keeping another company open, Next. (Or, from 
the startup window, select Create a new Company.) 


Step 3: Complete the following company information: 


Company Name: Georgia Sports (use your last name, then 
the company name; for example Smith 
Georgia Sports) 

Address Line 1: 67021 Poinsettia Avenue 

City, State, Zip: Atlanta, GA 30353 

Country: USA 
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{ne a me 


Telephone: 404-555-3038 
Fax: 404-555-3240 
Business Type: Corporation 
Federal Employer ID: = 50-8422345 
State Employer ID: 98-7134589 
State Unemployment !D: 781483-5 
Web Site: www.georgiasports.com 
E-mail: \a\\@georgiasports.com 
Step 4: Accept the default for Use « sample business type that 
closely matches your company. 
Step 5: Scroll down the list. In ‘o Jetailed types list, select Retail 
Company. (Hint: Accous numbers are five digits.) 
Step 6: Accept the default for Accrual accounting. 
Step 7: Accept the default for Rea! Time posting. 
Step 8: Accept the default for 12 monthly accounting periods. 
Step 9: The Choose the first period of your fiscal year window 
appears. If necessary, select 2011 as the year. 
Step 10: Atthe You are ready ‘o create your company window, click 
Finish 


. When the Peachtree Setup Guide window 
appears, click on the box next to Don’t show this screen at 
startup to place a checkmark in it. Close the Setup Guide 
window. 


Step 11: Change the accounting period to 01-Jan 01,2011 to Jan 31, 


| 


201 1a Peed 1-03 01/-o1aUn] 


General Ledger 


1. Delete the accounts shown below and on the next page. 


10000 Petty Cash 
10100 Cash on Hand 
10300 Payroll Checking Account 
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11500 
14200 
15400 
15500 
15600 
16900 
17400 
17500 
17600 
19000 
19200 
19900 
23000 
24200 
60500 
63000 
63500 
65000 
66000 
68000 
89000 


Project 2: Georgia Sports 


pee AN CLE 


Allowance for Doubtful Account 
Notes Receivable-Current 
Leasehold Improvements 
Building 

Building Improvements 

Land 

Accum. Depreciation - Leasehold 
Accum. Depreciation - Building 
Accum. Depreciation - Bldg Imp 
Deposits 

Note Receivable-Noncurrent 
Other Noncurrent Assets 
Accrued Expenses 

Current Portion Long-Term Debt 
Amortization Expense 
Charitable Contributions Exp 
Commissions and Fees Exp 
Employee Benefit Programs Exp 
Gifts Expense 

Laundry and Cleaning Exp 
Other Expense 


Change these account names: 


10200 
10400 
12000 
14000 
23300 
23800 
24000 
24100 
24800 
27000 
40000 
50000 
72500 
73000 
74000 


Regular Checking Account to Interstate Bank 

Savings Account to First Savings & Loan 

Product Inventory to Inventory-Mountain Bikes 

Prepaid Expenses to Prepaid Insurance 

Deductions Payable to Medicare Employee Taxes Payabl 


649 


Local Payroll Taxes Payable to Medicare Employer Taxes Payabl 


Other Taxes Payable to FICA Employee Taxes Payable 


Employee Benefits Payable to FICA Employer Taxes Payable 


Other Current Liabilities to Short-Term Notes Payable 
Notes Payable-Noncurrent to Long-Term Notes Payable 
Sales-Merchandise to Sales-Mountain Bikes 

Cost of Goods Sold to Cost of Sales-Mountain Bikes 
Penalties and Fines Exp to FUTA Expense 

Other Taxes to SUTA Expense 

Rent or Lease Expense to Rent-Mall Space 


Add these accounts: 


12020 
12030 
23/7959 


Inventory-Road Bikes Inventory 
Inventory-Children’s Bikes Inventory 
SUTA2 Payable Other Current Liabilities 
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40020 Sales-Road Bikes Income 
40030 Sales-Children’s Bikes income 
50020 Cost of Sales-Road Bikes Cost of Sales 
50030 Cost of Sales-Children’s Bikes Cost of Sales 
73050 SUTA2 Expense Expenses 
73200 FICA Expense Expenses 
73300 Medicare Expense Expenses 

2. Back up. Use the file name is Georgia Sports Chart of 
Accounts.ptb. 

3. Record chart of accounts beginning balances as of December 31, 
2010. Use the Balance Sheet below to record the chart of account 
beginning balances. 

Georgia S| ts, Balance Sheet 
January 1, 2011 
mer 
Current Assets 
Interstate Bank $ 83,400.00 
First Savings & Loan 12,500.00 
Inventory-Mountain Bikes 6,000.00 
Inventory-Road Bikes 8,250.00 
Inventory-Children's Bikes 4,050.00 
Prepaid Insurance ; 2,400.00 


Total Current Assets $116,600.00 


Property and Equipment: Furniture and Fixtures 6,000.00 


Other Assets: Organization Costs 


Total Property and Equipment and Other Assets 6,500.00 


Total Assets 


| 
I 
a 
fo) 
iS 
fo) 
ro) 


OIE 


LIABILITIES AND STOCKHOLDERS’ EQUITY 


Short-Term Notes Payable 


4,000.00 


Long-Term Notes Payable 


Total Liabilities 
Stockholder's Equity: Common Stock 


Total Liabilities and Stockholders’ Equity 


—————— 


$9,500.00 
113,600.00 


(on) 
ao 
fo) 
oO 
je) 
[o) 
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4. Back up. Use the file name is Georgia Sports Starting Balance 


Sheet.ptb. 


Accounts Payable 


Follow the instructions below to set up vendor information 


Sports. 


iy 


Project 2: Georgia Sports 


Set up the following vendor defaults. 


Standard Terms: 
Net due in: 
Discount in: 
Discount % 
Credit Limit: 


GL Link Accounts: 


Expense Account: 


Discount GL Account: 


Due in number of days 
30 days 

15 days 

2.00 

15,000.00 


12000 Inventory-Mountain Bikes 
59500 Purchase Discounts 


Set up the following vendors. 


Vendor ID: 
Name: 

Contact: 

Mailing Address: 
City, ST Zip: 
Vendor Type: 
1099 Type: 
Expense Account: 
Telephone 1: 
Fax: 

E-Mail 

Web Site: 


Purchase Info: 
Tax ID Number: 


Vendor ID: 
Name: 


ABC111 

ABC Mountain Bikes 

Allen Johnson 

7700 Santa Monica Blvd. 
Los Angeles, CA 90046 
mountain 

Independent Contractor 
12000, Inventory-Mountain Bikes 
213-555-4390 
213-555-4392 
info@abcmountainbikes. biz 
www.abcmountainbikes. biz 


38-1959842 


ERB112 
Eagan’s Road Bikes 


651 


for Georgia 
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Contact: David Eagan 

Mailing Address: 131 North Gila Bend 

City, ST Zip: El Paso, TX 76315 

Vendor Type: road 

1099 Type: Independent Contractor 
Expense Account: 12020, Inventory-Road Bikes 
Telephone 1: 915-555-9011 

Fax: 915-555-9213 

E-mail: Eagan@roadbikes.com 

Web Site: www.roadbikes.com 


Purchase Info: 


Tax ID Number: 44-9846341 

Vendor ID: TTW11 

Name: Tiny Tois Wheels 
Contact: Mark Verdugo 

Mailing Address: 1401 Aspen Place 

City, ST Zip: Flagstaff, AZ 86001 
Vendor Type: children 

1099 Type: Independent Contractor 
Expense Account: 12030, Inventory-Children’s Bikes 
Telephone 1: 928-555-1340 

Fax: 928-555-4311 

E-mail: info@tinytotswheels. biz 
Web Site: www.tinytotswheels. biz 


Purchase Defaults: 
Tax ID Number: 78-4144389 


Accounts Receivable 
Follow these steps to set up customer information for Georgia Sports. 


1. Set up the following customer defaults. 


Standard Terms: Due in number of days 
Net due in: 30 days 

Discount in: 0 days 

Discount %: 0.00 
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Credit Limit: 5,000.00 
GL Sales Account: 40000 Sales-Mountain Bikes 
Discount GL Account: 49000 Sales Discounts 
. Use the Sales Tax Wizard to set up a new sales tax. (Hint: Refer to 
Chapter 13, pages 508-512.) For Project 2, the sales tax rate is 7%. 


What is the total rate that you will charge? 


7.00% 


How many individual rates make up this total rate? 1 


Sales tax agency ID: 

Sales tax agency name: 
Rate: 

Account to track sales taxes: 
Sales tax ID: 

Sales tax name: 


. Set up the following customers. 


Customer ID: 
Name: 

Billing Address: 
City, ST Zip: 
Sales Tax: 
Customer Type: 
Telephone 1: 
Fax: 

E-mail 

Web Site: 


Sales Info: 
GL Sales Acct: 


Customer ID: 
Name: 

Billing Address: 
City, ST Zip: 
Sales Tax: 
Customer Type: 
Telephone 1: 


GA 

Georgia Dept. of Revenue 
7.00 

23100, Sales Tax Payable 
GA 

Georgia sales tax 


DBOO1 

Don Bryant 

1800 North Broadway 
Atlanta, GA 30311 

GA 

FULT (for Fulton County) 
404-555-1239 
404-555-8913 
bryant@georgia.com 
www.georgia.com/bryant 


40000, Sales-Mountain Bikes 


RLOO2 

Rick Lewis 

89345 University Avenue 
Atlanta, GA 30301 

GA 

CULT 

404-555-1489 
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——— 


Fax: 404-555-4190 

E-mail: rick@atlanta.com 

Web Site: www.atianta.com/lewis 

Sales Info: 

GL Sales Acct: 40020, Saies-Road Bikes 

Customer ID: SWOO0: 

Name: Susie Walsh 

Billing Address: 89013 Sixth Street 

City, ST Zip: Atlanta, GA 30315 

Sales Tax: GA 

Customer Type: FULT 

Telephone 1: 404-555-4577 

Fax: 404-555-4579 

E-mail: walsh@atlanta.net 

Web Site: www.atianta.net/susie 

Sales Info: 

GL Sales Acct: 40030, Sales-Children's Bikes 
Payroll 


1. Locate the directory for [your name] Georgia Sports by selecting 
Maintain; Company Information. Write down the Directory. 


2. Exit Peachtree. Before copying the TAXTABLE.DAT file, check with 
your instructor. Copy the TAXTABLE.DAT from the BCS folder to your 
company’s folder. (Hint: Refer to pages 592-596, Copying the 
TAXTABLE.DAT File and User-Maintained Payroll Tables. Payroll 
taxes can also be recorded manually.) 


3. Start Peachtree. Open [Your Name] Georgia Sports. If you copied the 
TAXTABLE.DAT file, check the User-Maintained Payroll Formulas 
window (pages 594-596). Payroll formulas for Georgia appear. To 
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complete the Payroll setup wizard, refer to pages 597-601. (Hint: 
Employees are salaried; there is no Overtime Expense ) 


4. Refer to pages 602-604 for entering employee and employer default 
information. Use the Employee Fields shown below. 


For Fed_Income, accept the default for Account No. 23400, Federal 
Payroll Taxes Payable. 


Soc_Sec, Account No. 24000, FICA Employee Taxes Payable 


MEDICARE, Account No. 23300, Medicare Employee Taxes Payable 
St_Income, Account No. 23600, State Payroll Taxes Payable 


5. Use the Company Fields shown below. 


Liability column Expense column 
Soc_Sec_C 24100, FICA Employer 73200, FICA 
Taxes Payable Expense 
Medicare_C 23800 Medicare 73300, Medicare 
Employer Taxes Payable Expense 
Fed Unemp_C 23500, FUTA Tax 72500, FUTA 
Payable Expense 


St_Unemp_C 23700, SUTA Payable 73000, SUTA 
Expense 


St2_Unemp_C —- 23755, SUTA2 Payable 73050, SUTA2 
Expense 


6. Refer to pages 604-606 to complete the payroll setup wizard. 
a. Compare your Assign Tax Fields for W-2s to page 606. 


be Compare your Assign Company-Paid Tax Fields to page 607. 
GC Compare Employee-Paid State Taxes to page 607. 
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7. Add the following employees. 


Employee ID: 1ML 
Name: Mitchell Lowe 
Accept the default for Employee 
Address: 414 Viejo Drive 
City, ST Zip: Atlanta, GA 30310 
E-mail: mitchell@mail.net 
Home phone: 404-555-6791 
Social Security #: 700-00-0001 
Type: FULL 
Withholding Info: 
Filing Status: ‘arried for Federal, State 
Vi arried/Jointly), and Local 
Allow: 2 for Federal, State and Local 
Pay Info: Salary, $500 per week. (Hint: Remember to select Salary 
as the Pay Method. VVeekly is the default.) 
Employee ID: 2JW 
Name: Jesse Wilson 
Accept the default for Employee 
Address: 5699 Oak Street, Apt. 2C 
City, ST Zip: Atlanta, GA 30333 
E-mail: jesse@mail.net 
Home phone: 404-555-7833 
Social Security #: 008-00-0005 
Type: FULL 
Withholding Info: 
Filing Status: Married for Federal, State 
(Married/Jointly), and Local 
Allow: 2 for Federal, State and Local 


Pay Info: Salary, $500 per week. 
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8. Close. 


Inventory 


li 


Set up the following inventory defaults. Click on the GL Accts/Costing 


tab. 


Project 2: Georgia Sports 657 


Set up LIFO as the inventory costing method. 


Item ID: 

Description: 

Item Class: 
Description for Sales: 
Price Level 1: 

Last Unit Cost: 

Cost Method: 

GL Sales Acct: 

GL Inventory Acct: 


GL Cost of Sales Acct: 


Item Tax Type: 

Item Type: 

Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


Beginning Balances: 


Quantity: 
Unit Cost: 
Total Cost: 


Item ID: 

Description: 

Item Class: 
Description for Sales: 
Price Level 1: 

Last Unit Cost: 


. Set up the following Inventory items. 


mbikes 

mountain bikes 

Stock item 

mountain bikes 

300.00 

150.00 

LIFO 

40000 Sales-Mountain Bikes 

12000, Merchandise Inventory-Mounitain 
Bikes 

50000, Cost of Sales-Mountain Bikes 
1 

mountain 

each 

10 

5 

ABC Mountain Bikes 


mountain bikes 


40.00 
150.00 
6,000.00 


rbikes 
road bikes 
Stock item 
road bikes 
150.00 
75:00 
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Cost Method: 
GL Sales Acct: 
GL Inventory Acct: 


GL Cost of Sales Acct: 


Item Tax Type: 

Item Type: 

Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


Beginning Balances: 


Quantity: 
Unit Cost: 
Total Cost: 


Item ID: 
Description: 
Item Class: 


Description for Sales: 


Price Level 1: 

Last Unit Cost: 
Cost Method: 

GL Sales Acct: 

GL Inventory Acct: 
Cost of Sales Acct: 
Item Tax Type: 
Item Type: 
Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


Beginning Balances: 
Quantity: 


Unit Cost: 
Total Cost: 


LIFO 

40020, Sales-Road Bikes 

12020, Inventory-Road Bikes 
50020, Cost of Sales-Road Bikes 
4 

road 

each 

10 

5 

Eagan’s Road Bikes 


Road Bikes 


110.00 
75.00 
8,250.00 


cbikes 

children's bikes 

Stock item 

children's bikes 

90.00 

45.00 

LIFO 

40030, Sales-Children's Bikes 

12030, Inventory-Children's Bikes 
50030, Cost of Sales-Children's Bikes 
1 
children 
eacn 
10 


5 


Tiny Tots Wheels 
children's bikes 


90.00 
45.00 
4,050.00 


4. Back up. Use Georgia Sports Begin.ptb as the filename. 
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Journalize and post the following transactions: 
Date Description of Transaction 


01/07/11 Issued pay checks 5001 and 5002 to Mitchell Lowe and Jesse 
Wilson. (Hint: If a window prompts to register payroll, click on 
the box Do not display this message again. Then, OK. For 
payroll checks, select Interstate Bank as the cash account. 
Type the check number, then post the payroll entry.) 


If you did not copy the TAXTABLE.DAT file, record ithe payroll 
entries shown below. Both employees have the same payroll 
taxes. (Hint: To check if you have the payroll tax tables for 
Georgia, select File; Payroll Formulas, User-Maintained. Click 
on the down-arrow in the Formula ID field.) 


* PayrollEntry : 
Fie Edit GoTo Window Help 


te S be. a 
&. we ee fm * 


fe cy 
= e Ss. 


f Georgia Sports 


Check Number: | 5001 


Date:[jan7, 2011. [= 


Employee ID: [ame eS 


Four Hundred Twenty-Five and 29/100 ******** LER LR RLKKAALE RADA AKRAERARERRRARRARRALAARERER EERE ERS 


Pay to the Mitchell Lowe 
Order of: 414 Viejo Drive 
Atlanta, GA 30310 


STRIATE TIN IT 


Salary Amounts ‘ [ Taxes - Benefits - Liabilities ] 


Weeks in Pay Pen 


: sat aa i 
Salary Fields Account Salary Name Account Amount 
: | 77500 500.00 Po : | 23400 i -21.15 
900 | 31.00 
= 4 ee 
-7.25 
-15,31 
31.00 
7.25 
——— | 4.00 
15.00 
0.40 
t r 
{ fe 
Add another pay type Gross Pay: 500.00 Change order of payretl fields 


01/07/11 Invoice No. 74A was received from ABC Mountain Bikes for 10 
mountain bikes at $150 each. 
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01/07/11 


01/07/11 


01/11/11 


01/14/11 


01/14/11 


01/14/11 


01/18/11 


01/21/11 


01/21/11 


01/21/11 


Invoice No. 801 was received from Tiny Tots Wheels for 15 
children's bikes at $45 each. 


Invoice No. ER555 was received from Eagan’s Road Bikes for 
12 road bikes at $75 each. 


Deposited cash sales of $2,856.90 ($2,670 plus sales taxes of 
$186.90): 4 mountain bikes, $1,200; 5 road bikes, $750; 8 
children's bikes, $720. Cash sales are deposited in the 
Interstate Bank account. (Hint: Make sure the correct Sales 
account is credited.) 


Deposited cash sales of $2,086.50 ($1,950 plus sales taxes of 
$136.50): 5 children's bikes, $450; 4 road bikes, $600; and 3 
mountain bikes, $900. 


Sold one mountain bike to Don Bryant on account, Sales 
Invoice 101. (Hint: Type the invoice number in the Invoice # 
field. If necessary, select Layout, <Predefined> Product as the 


Invoice type.) 


Issued pay checks 5003 and 5004 for Mitchell Lowe and Jesse 
Wilson. (Hint: If necessary, complete the Check Number field.) 


Deposited cash sales of $2,054.40 ($1,920 plus sales taxes of 
$134.40): 3 children's bikes, $270; 2 mountain bikes, $600; 7 
road bikes, $1,050. 


Issued Check No. 5005 to ABC Mountain Bikes in payment of 
purchase Invoice No. 74A. Complete the Check Number field. 
Issue checks from the Interstate Bank account. (Make sure that 
the Discount Account field shows 59500 for Purchase 
Discounts. ) 


Issued Check No. 5006 to Eagan’s Road Bikes in payment of 
purchase Invoice No. ER555. 


Issued Check No. 5007 to Tiny Tots Wheels in payment of 
purchase Invoice No. 801. 
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01/24/11 


01/24/11 


01/25/11 


01/25/11 


01/25/11 


01/25/11 


01/28/11 


01/28/11 


01/29/11 


01/29/11 


01/29/11 
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ae ree 


Issued pay checks 5009 and 5010 for Mitchel! Lowe and Jesse 
Wilson. 


Deposited cash sales of $4,076.70 ($3,810, plus sales taxes of 
$266.70): 6 mountain bikes, $1,800; 8 road bikes, $1,200; 9 
children's bikes, $810. 


Issued Check No. 5008 to Pavilion Rentals for $1,350 in 
payment of mall space rent for Georgia Sports. (Hint. 
Remember to complete the Check Number field.) 


Sold one children's bike to Susie Walsh on account, Sales 
Invoice 102. (Hint: Type the invoice number in the Invoice No. 
field.) 


Invoice No. 88A was received from ABC Mountain Bikes for 
three mountain bikes at $150 each. 


Invoice No. 962 was received from Tiny Tots Wheels for five 
children's bikes at $45 each. 


Invoice No. ER702 was received from Eagan’s Road Bikes for 
five road bikes at $75 each. 


Deposited cash sales of $3,466.80 ($3,240 plus sales taxes of 
$226.80): 6 mountain bikes, $1,800; 6 road bikes, $900; 6 
children's bikes, $540. 


Issued pay checks 5011 and 5012 for Mitchell Lowe and Jesse 
Wilson. 


Issued Check No. 5013 to Sherry Mills for $245 in payment of 
Short-Term Notes Payable. 


Issued Check No. 5014 to Interstate Bank for $175.80 in 
payment of Long-Term Notes Payable. 


Issued Check No. 5015 to Atlantic Utilities for $226.65 in 
payment of utilities. 


Complete account reconciliation for the Interstate Bank account. The 
January 31, 2011 bank statement is shown on the next page. 
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Statement of Account Georgia Sports 
Interstate Bank 67021 Poinsettia Avenue 
January 1 to January 31, 2011 Account No. 345911-2901 Atlanta, GA 30353 
REGULAR CHECKING 
DEPOSITS 


CHECKS (Asterisk * indicates break in check number sequence) 


Print the following reports: 


1. Print the General Ledger Trial Balance. 

2. Print the Account Reconciliation report for the Interstate Bank. 

3. Print the Inventory Valuation Report. 

4. Print the financial statements: Balance Sheet, Income Statement, 


and Statement of Cash Flow. 
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5. Print the Customer Ledgers and Vendor Ledgers. 
6. Back up. Use the file name Georgia Sports January.ptb. 


7. Export the following reports to Excel: Chart of Accounts, Customer 
Ledgers, Vendor Ledgers, General Ledger Trial Balance, Account 
Reconciliation, Balance Sheet, Income Statement, Statement of Cash 
Flow. Use the file name Georgia Sports CofA_CL_VL_GLTB_ 
AcctRec_BS_IS_SCF.xlsx. 


CHECKLIST OF PRINTOUTS, Georgia Sports 


General Ledger Trial Balance 
Account Reconciliation — Interstate Bank 


Inventory Valuation Report 


Balance Sheet 


Income Statement 
Statement of Cash Flow 
v Customer Ledgers 
Vendor Ledgers 

OPTIONAL PRINTOUTS 
Chart of Accounts 
10 
1 
12 
13 
14 
15 
16 
17 
18 


General Ledger 


a 


Customer List 

Vendor List 

Purchase Journal 

Cash Disbursements Journal 
Sales Journal 

Cash Receipts Journal 


Payroll Journal 


Cost of Goods Sold Journal 
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Student Name Date 
CHECK YOUR PROGRESS: PROJECT 2, Georgia Sports 


1. What are the total debit and credit balances on your 
General Ledger Trial Balance? 


2. What are the total assets on January 31? 


3. What is the balance in the Interstate Bank account 
on January 31? 


4. How much are total revenues as of January 31? 


5. How much net income (net loss) is reported on 
January 31? 


6. What is the balance in the Inventory-Mountain Bikes 
account on January 31? 


7. What is the balance in the Inventory-Road Bikes 
account on January 31? 


8. What is the balance in the Inventory-Children’s Bikes 
account on January 31? 


9. What is the balance in the Short-Term Notes Payable 
account on January 31? 


10. What is the balance in the Common Stock account 
on January 31? 


11. What are the total expenses reported on January 31? 


12. Were any Accounts Payable incurred during the 
month of January? (Circle your answer.) NES NO 
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QA Merchandising Busin 
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CO OCS OE PO CTL 


PET SAEL SOND 


In Chapters 12, 13, 14, 15 and Project 2, you learned how to complete 
the Computer Accounting Cycle for merchandising businesses. Project 
2A gives you a chance to design a merchandising business of your own. 


You select the type of merchandising business you want, edit your 
business's Chart of Accounts, create an opening Balance Sheet anc 


so far. 


You should think about the kind of business you want to creaie. In 
Chapters 12, 13, 14 and 15 you worked with Samantha’s Service 
Merchandise, a partnership form of business; and Your Name 

Sales & Service, a sole proprietorship. In Project 2, you worked with 
Georgia Sports, a corporate form of business. You might want to design 
businesses similar to these. Other merchandising businesses include: 
jewelry store, automobile dealer, convenience store, florist, furniture 
dealer, etc. 


Before you begin, you should design your business. You need the 
following: 


1. Company information that includes business name, address, 
telephone number, and form of business. 

One of PCA's sample companies. 

A Chart of Accounts: 80 accounts minimum, 110 accounts maximum. 
A Balance Sheet for your business. 

One month's transactions for your business. These transactions 
must include accounts receivable, accounts payable, inventory, and 
payroll. You should have a minimum of 25 transactions; a maximum 
of 35 transactions. Your transactions should result in a net income. 
6. A bank statement. 

7. Complete another month of transactions that result in a net loss. 


Ole oo IS 
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After you have created your business, you should follow the steps of 
PCA's computer accounting cycle to complete Project 2A. 


After completing the Student-Designed Merchandising Business, you 
should have the following printouts. 


CHECKLIST OF PRINTOUTS 


Student-Designed Merchandising Business 


Seaeeieet 3 General Ledger Trial Balance 
cm eat 2 | Account Reconciliation Report 
onda Wd Inventory Valuation Report 


4 


aA Statement of Cash Flow 


enact 7 Customer Ledgers 
best yale Vendor Ledgers 

OPTIONAL PRINTOUTS 
oneal jag Chart of Accounts 
ace ne! 10 | General Ledger 
| 11 | Customer List 
[ral 12 | Vendor List 
ee 4 | Purchase Journal 
he da Cash Disbursements Journal 
PoN Sales Journal 


heir hapa Cash Receipts Journal 
einen os Payroll Journal 
needle (ed Cost of Goods Sold Journal 
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Complete Accounting 2011 
Applications 


Part 4 includes three chapters and three projects. 


Chapter 16: Customizing Forms 

Chapter 17: Import/Export 

Chapter 18: Microsoft Word and Templates 

Project 3: Norcross Computer Club (a nonprofit company) 
Project 4: RW Manufacturing 

Project 4A: Student-Designed Project 


Chapter 16, Customizing Forms, shows how to change the preprinted 
forms included with the software. 


Chapter 17, Import/Export, shows how to use PCA 2011 with a word 
processing program. 


Chapter 18, Microsoft Word and Templates, shows you how to copy 
Peachtree reports to Microsoft Word, use Peachtree’s write letters 
feature, and create templates. 


Projects 3 and 4 complete your study of Computer Accounting with 
Peachtree by Sage Complete Accounting 2011, 15" Edition. All features 
of the software are included for review in these projects. 


Project 4A gives you an opportunity to add another month's worth of 
transactions to any of the projects that you have completed. 


The chart on the next page shows the size of the backups made in Part 
4--Chapters 16, 17, 18, Project 3 and Project 4. You may back up to 
external media, the hard drive, or network. To complete work in Chapters 
16-18, the Exercise 6-2.ptb file is restored. (There are no backups in 
Chapter 16.) 
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Chapter File Name Kilobytes 


customer.csv 33 KB 700-701 
18 Bellwether Garden Supply.docx 11 KB 
Customer Letters.docx 3,042 KB 


customer.txt 33 KB 
Bellwether Sales Special.doc 578 KB 

Project 3 
1,465 KB 


Exercise 18-1.docx 3,043 KB 
Project 4 


The size of your backup files may differ from the amounts shown on the 


table. 


Exercise 18-2.docx 
Norcross Computer Club Chart of 
Accounts.ptb 

Norcross Computer Club Starting 
Balance Sheet.ptb 
Norcross Computer Club 
January.ptb 

Norcross Computer Club CofA _ 
COCR. GLTB. BS. IS. 
SCF _SRE_xisx 


1,304 KB 


1,306 KB 


rf 


36 
38 
38 
44 


be 


1,307 KB 


1,311 KB 


1,387 KB 


RW Mftg CofA GLTB BS IS 
SCF. SRE -xisx 


Extensions that end .docx (Word) or .xlsx (Excel) are saved in the 2007 
or 2010 versions of Microsoft Office. If you are saving in Office 2003 or 
below, the extensions are .doc and .xls. For example, in Chapter 18 the 
letter templates default to .doc files. 
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LEARNING OBJECTIVES 


Define Peachtree forms. 

Customize a form (invoice). 

Print a practice form. 

Use design tools. 

Use the Financial Statement Wizard. 
Complete the Internet Activity. 


COV Oo 


You have used many different kinds of forms: invoices, statements, 
checks, etc. There may be times when you want to create your own form 
or customize one of the formats that come with PCA. You can customize 
forms with PCA's Forms Designer. 


PRINTING FORMS 


There are three types of documents that can be accessed from the 
Reports & Forms menu: 


> Reports 
> Financial Statements 
> Forms 


The rules for each type of document are different for printing and 
designing. This chapter will explain the rules for designing forms. 


WHAT IS A FORM? 


A form in Peachtree is a document that you exchange with customers, 
vendors, or employees. The forms that come with PCA include checks, 


l ; 
You need a mouse to use the forms designer. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


669 


670 Chapter 16 


tax forms, invoices, statements, mailing labels, quotes, and collection 
letters. 


Usually, these documents are printed on preprinted forms, but you can 
also design a form and print on blank paper. When you are ready to print 
or design a form, you select Reports & Forms, then select Forms. Select 
the appropriate form from the Forms Types list. The illustration below 
shows the Checks selection. From the Forms list, additional selections 
can be made. 


‘f Select a Report or Form 


@ 


Close Se Copy 


Credit Memos 

Customer Labels and Letters 
Customer Statements 
Employee Labels and Letters 
Purchase Orders 

Rereints and Nenncit 


B® OCR AP Laser Preprinted 

je) OCR AP Preprinted Continuous 
=} OCR Multi-Purp AP Continuous 

|) OCR Multi-Purp AP Detail Cont 

=) OCR Multi-Purp AP Detail Laser 
6) OCR Multi-Purpose AP Laser 


The Select a Report or Form window lists all the reports and forms 
currently set up in Peachtree. Reports include financial statements, aging 
reports, etc. Forms are usually tied to a transaction, such as an invoice or 
check. Letters are also listed on the Forms tab. 
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The following table lists the forms that can be printed or edited: 


Accounts Receivable | Accounts Payable 
Collection letters 1099 Forms 


Credit memos Disbursement 
checks 


Customer labels Purchase orders 


Customer quotes Vendor mailing 
labels 


Preprinted paper forms require special attention because the forms must 
be aligned in the printer correctly and the printer must be configured to 
accommodate the form. That is why forms cannot be displayed on your 
screen prior to printing. You can print practice forms to test alignment and 
printer configuration, or you can view the layout of the form. 


Payroll 


Payroll checks 


Employee mailing 
labels 


GETTING STARTED 


In this chapter, you are going to use Bellwether Garden Supply (the 
sample company that you used in Chapters 1 through 7). 


1. Start Peachtree. 


2. Open the sample company, Bellwether Garden Supply. (The 
instructions in this chapter assume that you are using data from the 
Exercise 6-2.ptb backup made on page 228. No new data was 
added in Chapter 7.) 


Comment 


You can use beginning Bellwether Garden Supply data or any subsequent Bellwether backup. 
To install Bellwether's starting data, restore the bgs.ptb backup file. Steps for restoring the 
bgs.ptb backup file are on pages 28-32. 
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I To verify Exercise 6-2 data, display the balance sheet. A partial 
balance sheet is shown below. Chapter 7’s balance sheet is shown on 
pages 239-240. (If you restored the bgs.ptb backup file, your balance 
sheet will differ.) 


Bellwether Garden Supply 
3alance Sheet 
March 31, 2011 


ASSETS 


Current Assets 

Petty Cash 

Cash on Hand 

Regular Checking Account 

Payroll Checking Account 8,836.40 
Savings Account 7,500.00 
Money Market Fund 500.00 
Accounts Receivable 5,846.38 
Other Recervables 681.84 
Allowance for Doubtful Account 5.000.00) 
Inventory 2,453.96 
Prepaid Expenses 4,221.30 
Employee Advances 3,000.65 
Notes Receivable-Current 000.00 
Other Current Assets 120.00 


Total Current Assets 


Property and Equipment 
Furniture and Fixtures 62,769.25 
Equipment 738.33 
Vehicles 86,273.40 
Other Depreciable Property 6,200.96 
Buildings 185,500.00 
Building Improvements 26,500.00 
Accum. Depreciation-Furniture (54.680.57) 
Accum. Depreciation-Equipment (33,138.11) 
Accum. Depreciation-Vehicles (51,585.26) 
Accum. Depreciation-Other (3.788.84) 
Accum. Depreciation-Buildings (34,483.97) 
Accum. Depreciation-Bldg Imp (4,926.28) 


Total Property and Equipment 


Other Assets 

Deposits 15,000.00 
Organization Costs 4.995 10 
Accum Amortiz - Organiz Costs (2,000.00) 
Notes Recervable- Noncurrent 5.004.90 
Other Noncurrent Assets 3.333.00 


Total Other Assets 26,333.00 


Total Assets S$ $01.096.96 


— 
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CUSTOMIZING A FORM 


ete 2, Customers & Sales | 
1. From the Navigation Bar sclechiaa=s tt In the 


Recently Used Customer Reports area, link to View All Customer & 
Sales Reports. The Select a Report or Form window displays. 


2. Select the Forms tab. In the Form Types list, Invoices and Packing 
Slips is highlighted. 


3. In the Forms list, select Invoice. Observe that the Description field 
shows Use with plain paper. 


Select a Report or Form 
Fle Edit GoTo Window Help 


Description: 


PON TS ac Rc 
| |Use with plain paper. 
inves a Packing Slips : : : | 
| CHECKS | | 

| | Payroll Checks 
| (CreditMemos 
/ Custorner Labels and Letters 
| Customer Staternents 

Employee Labels and Letters 


Purchase Orders 
Rersints and Nennsits 


| Forms: 


Hed Inv wiFrght& BO Preprinted i i 
| > Invoice Continuous | 
i | 

i 
| 


| jie} Invaice v/ Freight 
eh Invoice w/ Freight & Backorder 
Invoice w/ Ship To & Freight 
=) Invoice w/ Ship To Preprinted 
) Invoice w/Freight Continuous 
) Negative Invoice 
. Negative Invoice Continuous 
i Packing Slip 
-) Service Invoice 
.) Service Invoice - Professional 
_) Service Invoice Freprinted 
+ Service Invoice w/ Item Detail 


Preview and Print i 


4. Click [_ Customize] The window for designing an invoice form 


appears. A partial Invoice window is shown on the next page. This 
window allows you to create new customized forms or edit existing 
forms to match your business’s needs. 


Customize = | 
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og ae 
Save Opllons Print {ds 
[ = ay. PRESS: FS ST RE 


! <Company Name> IVOICE 


| <Company Address (Full> 


You have several options available for customizing the form. On the 
left side of the window are design tools: Select, Add, Delete, Line 
Up, Resize. These assist in selecting and adding various types of 
form objects. 


You can also design forms in certain task windows (for example, 
Sales/Invoicing, Payments, and Payroll Entry) by selecting the Print 
button, then Form Design on the Print dialog. 


5. To select an object for customizing, use the Selection tool (.&, | 


With your mouse pointer, you can drag and drop objects to move 
RS 

them around. Click 2=*!_|. Then move your mouse cursor to the 

inside of the form (inside the red outline). Click on the <Company 

Name? field to select it (field selection is indicated by a box). 
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6. With the <Company Name> field selected (blue box is around it), 
right-click. 


Company Name> 
*Company Address (Puli 


sr 


2 


You can also click 
Invoice. 


7. Left-click Formatting. The Data field Options window appears. !n the 
Text alignment field, select Center. 


[Data Field Options 
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8. Click [ae] Observe that the <Company Name> field moves to 


the center. Right-click on various fields and make changes such as 
font size, alignment, etc. You might delete a field or two as well. 


© 
9. Click [2 | Observe that you can add a Logo or image, Data from 


Peachtree, Text, Shape, Line, Column to table, and Other object. 


fi) Loge or image... 
Data from Peachtree... 
T Text 


} Shape.. 


‘\ Line 
Column to table... 
Pi... 


Other object... 


Pie% 
rad 
10. On the icon bar of the Forms Designer, click el The Forms 


Design Options window appears. 


Select the Display tab to select various display options. Select the 
Grid/Copies tab to adjust grid options and specify a default number 
of copies for this form. (Hint: You may also accept the default 
selections. ) 


11. Click to close the Forms Design Options window. 
cl 
12. When finished designing the form, select S| The Save As 


window appears. 


13. Type Practice in the Form Name field. Observe that the Filename 
field shows the path for this form. Compare your Save As window 
with the one shown on the next page. 
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Invoice 
invoice Continuous 
Invoice wf Freight 


invoice w/ Freight & Backorder 
Unvoice w/ Ship Ta & Freight 
“Invoice w/ Ship To Preprinted 
Invoice w/Freight Continuous 
Negative Invoice 
ae 


Kianwot 


© 
14... Glick __ Seve | Click oe |. Observe that Practice is shown on 
the Forms list with a wrench next to it. A wrench indicates a Custom 
Peachtree form. Select Practice. 


ie Select a Report or Form 


Description: 


Form Types: sestrsthpeansceomeaartntntentermerrrinresraatciinsinAashase-wanrnnsm 
ch ae : 
Payroll Checks | 


Credit Memos Order Peachtee Checks and Farms 
Customer Lahels and Letters 
Customer Statements 
Employee Labels and Letters 
Purchase Orders 


Raareinte and Mennsits ; The wrench 
indicates a 
cl custom form 
| Invw/Frght & BO Preprinted 
Invoice 
Invoice Continuous 
(= Invoice w/ Freight 
} Invoice w/ Freight & Backorder 
Invoice w/ Ship To & Freight 
Invoice w/ Ship To Preprinted 
Invoice w/Freight Continuous 
Negative Invaice 
2) Negative Invoice Continuous 
=) Packing Slip 
> Service Invoice 
2) Serice Invoice - Professional 
= Service Invoice Prepnnted 
|) Semce Invoice w/ ltern Detail 


Preview and Print | Customize | 
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PRINTING CUSTOMIZED FORMS 


The Preview and Print Invoices and Packing Slips window should be 
displayed. Follow these steps to see the redesigned Invoice. 


1. Make the following selections on the Preview and Print Invoices and 
Packing Slips window 


a. The Invoices to print/e-mail field shows Unprinted invoices 
through Mar 15, 2011. 

The Number the first invoice field shows 103. 

The Use this form field shows Practice. 


The Delivery method field shows Print and e-mail. 


Preview and Print Invoices and Packing Sips 


© 295 


PrinVE-mail Print Setup E-mail Options ~? 


Invoices to printfe-mail 


Unprinted invoices ai through [Mar 15.2011 [eq | _1& stomer ID Customer Nome 5 
\[¥] MOSLEY Mosley Country... 03/15/11 $7,538.82 
Number the firstinvoice: {103 1 ASH Dash Business 03/15/11 $211.95 


Use this form. er z 
Customize this { 


Filter customers by 


PrinVE-mail | Print Preview | Cancel S| Seg 
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2. Click [Print Preview | Invoice Number 103 appears. Notice in the 


illustration below that Bellwether Garden Supply and its address 
information has been centered. Your Invoice may differ depending 
on which fields you changed. A partial Invoice is shown below. 


Bellwether Garden Supply iN’ 
1505 Pavilion Place ee, 
Norcross, GA 20093-2202 invoice Nun 
uss Invoice Date 
Page: 
Veins: 70-7 26-4006 
Fax. 770-596-1234 


se : oe Shiptw: 
Mosey County Club Mosley Country Club 
1 Howell Walk 1 Howell Walk 
Culuth, GA 30086 Buluth, GA 20096 


Paynert terra 


2% 10, Net 30 Days 


Ginko Tree 14” - 16° 

Washington Paim Tree - 5 Galion 

NU RS-23010 Washington Palm Tree - 19 gallon 119.60 
NURS 24000 Chnese Fan Paim Tree- 5 gallon 49.95 
NURS 24010 Chnese Fan Paim Tree- 10 gallon 122 00 
SOIL-24160 GA Pine Straw- wire fed 4 cubic t. bale 6.95 
TOCL-35206 Bell-Gro Wheelbano w- Green Metal: Hoids 48.99 
& cubic feet 


ce ay 
3. Click LSe#] to see Invoice Number 104. Click |. When the Did 


the Invoices print and e-mail properly...window appears, click 
Yes 


4. Close the Select a Report or Form window. 
EDITING A FORM DESIGN 


1. From the menu bar, select Reports & Forms; Forms, Invoices and 
Packing Slips. 


2. Inthe Forms list, select Practice. 
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3. Click | Customize | Select the fields you want to change. 


| 
4. On the Practice window’s icon bar, click aal Select the Display 


tab to select various display options. Select the Grid/Copies tab to 
adjust grid options and specify a default number of copies for this 
form. 


5. When through, click x | 


6. Save the form. Use the same filename, Practice. 
DESIGN TOOLS 


The forms designer includes design tools: Select, Add, Delete, Line Up, 
Resize. These terms are defined as follows: 


Object Toolbar 


Cy 
Select: Select this to use the Selection tools to highlight or select 
one or more form objects. 


) 
Add: Select Add to add an object to the form. You can add an 


image or logo, data field, text field, column field, shape, line or other 
object using this tool. 


x 
Delete: Select Delete to delete the object or objects that you have 
selected on the form. 


tine UP Il Line Up: Select Line Up to align the objects that you have 


selected on the form. You can Line Up-Left, Right, Top, bottom. 
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ua 
Resize: Select Resize to resize the objects that you have selected 


on the form. You can resize the width and height. 


x) 
Click to return to the Select a Report or Form window. Close to 
return to the menu bar. 


Formatting Toolbar 


Use the formatting toolbar to change the format of the selected object on 
your form. Use this toolbar to change the font, color, and background 
color of the selected object. If you have selected a text object, you can 
click the Edit Text button to change the text. Clicking the Properties 
button will open the corresponding property window, where you can 
modify the object’s properties. The Fonts section of the Data Field 
Options window is shown below. 


Data: | Arial i [ip me) il A 
Negative Numbers | Arial _ xl Te ra a 


You may want to experiment with the Practice form to see some of these 
design features. 


FINANCIAL STATEMENT DESIGN TOOLS 


When you design a financial statement, use the financial statement 
Design Tools window. It has three major areas: the toolbar at the top of 
the window, the design toolbar at the side of the window where you 
select the type of fields you want to place on the designer, and the 
design area where you actually create the financial statement. 


When you create a financial statement, you work with five areas: 1) the 
header; 2) lines of text; 3) columns; 4) totals; 5) footer. Follow these 
steps to see the designing tools that are available on the Statement of 
Cash Flow. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


682 Chapter 16 


1. From the Reports & Forms menu, select Financial Statements, 
<Standard> Cash Flow. 


es 

2. Click DS | The <Standard> Cash Flow window includes the design 
tools necessary for customization. Compare yours with the one 
shown below. 


»* <Standard> Cash How 


For the $(currper)$ \ 
Mercy. ctivity Current A 
0 Date 


| Cash Flows from operating activities 
m = XXXXXXXXXXXKXXXXXXXXXXXXXXKXKX $999,999.999.99 $999,999 999 99 
: $999.999.999.99 — $999,999.999.99 
Adjustments to reconcile net 
income to net cash provided 
by operating activities 


999.999. 999.99 


x $999,999 999.99 $999.999.999.99 
XXXXXXXXXXXXXXXXXNXXXXXXXXXX  $999.999.999.99 $999,999.999.99 
Total Adjustments $999,999.999 99 $999.999.999.99 
Net Cash provided by Operations $999_999 999 99 $999.999,999 99 


Cash Flows from investing activities 
ee Used For 
YT Description _ [Only Debits Activity Cun] Only Debits YT 


On the left side of the design window, observe that each row has a 
button next to it that defines the row; for example, Text — header, 
Column Desc., Text — Body, etc. The icon bar at the top of the 
window contains the following buttons: Close, Save, Print, Options, 
Setup, Format, E-mail, Excel, PDF, Preview, Design, and Help. 


The information that follows is for explanation purposes only. You may 


want to experiment with some of the design tools to make changes to 
Peachtree’s <Standard> Cash Flow. 


When designing a new form or modifying an existing one, you need to 
save the form to record your changes. If you change one of the standard 
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forms (those that came with Peachtree), you must rename the form 
before saving your changes. You cannot save changes to the standard 
forms using the original form name. This allows you to keep the standard 
form in case you make a design error and need to start over. 


A custom form appears on the report list with a different icon than a 
<Standard> form. Predefined or standard forms and reports are included 
with the software. 


iat Income Stmnt - Consolidated 


|) <Standard> Balance Sheet 


The financial statement design tools are shown below. 


Proper’ | Use the Property tool to work with the properties window for the 
selected row type. For example, if you select a text row, the text window 
opens. 


_®# || Use the Text tool to insert text that you will not change from 
statement to statement (for example, section headings). 


Use the Column tool to define columns, enter a title for each 
column, select the alignment of each column title (left, right, or center) 
and select the style, size and color of the text. 


Once the columns are defined, use the Line tool to define what 
FE to put in each row of a column. Line objects are placed below 
column objects. 
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OS | 


=| Use the Total tool to tell the program how to calculate totals and 
subtotals. 


ca Use the Cut tool to remove the selected row and copy it to the 


Windows Clipboard. 


: 
Use the Copy tool to copy the selected row to the Windows 


Clipboard. 


| Use the Paste tool to insert the current row from the Windows 
Clipboard. 


2 1 Use the Up tool to move the selected row up one position in the list 
of rows. 


aot] Use the Down tool to move a selected row down one position in 
the list of rows. 


You can select multiple rows in the window and then apply the cut, copy, 
and paste functions to all of them. To select multiple rows, hold down the 
Ctrl key, and then with the cursor select the buttons that define the rows 

you want. 


FINANCIAL STATEMENT WIZARD 


The Financial Statement Wizard walks you through the process of 
designing financial statements. Follow these steps to use the Financial 
Statement Wizard. 


1. If necessary start Peachtree. Open Bellwether Garden Supply. 


2. From the Company Navigation Center, link to View All Financial 
Statements. The Select a Report or Form window appears. 
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3. Link to Financial Statement Wizard (upper right side of window). 


ign of a new financial statement During 


5. Make sure <Standard> Balance Sheet appears in the Financial 
Statement Template field. If necessary, select it. 


@ |Copy of Balance Sheet | 
on: Standard Balance Sheet showing assets, liabil 
and capital 
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6. After reading the information on the Financial Statement window, click 


[New] The Headers and Footers window appears. 

7. The Headers and Footers window allows you to change information at 
the top and bottom of the balance sheet. For purposes of this 
exercise, click on the Header 1 line, then type your name followed by 
a comma and a space. 


8. In the Header 3 line, click on the beginning of the line, then click 


(down arrow next to Insert). Select Today’s Date from the 
drop-down list. Type a comma after $(Date)$, then put a space 
between the $(Date)$ and $(enddate)$ comments. Compare your 
Headers and Footers window with the one shown below. 


Headers and Footers 
Headers and Footers print at the top and bottom of the financial statement 


Text surrounded by ‘S()$' are special dats fields For example. '$(compnam)s$’ will always print the 
Company Name. You can type your own message instead, or select another special data field using the 
Insert button. 


|v Header2 
|v Header3 
[Vv Header4 {Re 
[v Footer 1 [Unaudited - For Mana Samat Purposes Only [inet » | 
aie trom 


9. Click Lnet> | The Date Range and Account Masking window 


appears. Read the information in the Dates and General Ledger 
Account ee sections. Accept the defaults on this window, by 
clicking on | Newt> | 


10. Accept the defaults on the Column Properties window by clicking on 


Ee | 
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11. Accept the defaults on the Column Options window by clicking on 


appears, click Lu 


Compare your balance sheet to the partial one shown below. 
Observe that the header shows your name on line one; today’s date 
is shown on line 3 before March 31, 2011 (your current date will 
differ). This balance sheet is from the Exercise 6-2.ptb backup file. In 
Chapter 7 on pages 239-240, you printed Bellwether Garden 
Supply's balance sheet. 


Student Name, Bellwether Garden Supply 


Line 1 and Balance Sheet 


Line 3 of ‘ VEnannnmnennee October 27, 2010, March 31, 2011 
header : 


ASSETS 


ent Assets 

| Petty Cash 327.55 | 
Cash on Hand 1,850.45 
Regular Checking Account 9,046.52 
Payroll Checking Account 8,836.40 

| Savings Account 7,500.00 

| Money Market Fund 4,500.00 
Accounts Receivable 175,846.38 

| Other Receivables 7681.84 

t Allowance for Doubtful Account (5,000.00) 
Inventory 12.453.96 
Prepaid Expenses 14,221.30 
Employee Advances 3,000.65 
Notes Receivable-Current 11,000.00 
Other Current Assets 120.00 


Total Current Assets 


roperty and Equipment 

Furniture and Fixtures 62,769.25 
38,738.33 
86,273.40 

Other Depreciable Property 6,200.96 

Buildings 185,500.00 

Building Improvements 26,500.00 

Accum. Depreciation-Furniture (54,680.57) 

Accum. Depreciation-Equipment 33,138.11) 
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15. Close the balance sheet window. Observe a wrench is shown next to 
Copy of Balance Sheet, which indicates a custom form. 


ff Copy of Balance Sheet tan ng assets, liabilities, and capital. 


16. Close the Select a Report or Form window. Exit Peachtree or 
continue. 


INTERNET ACTIVITY 
From your Internet browser, go to the book’s website. 


2 Link to Student Edition. 


In the Choose a Chapter field, select Chapter 16. Observe that the 
Quizzes and More Resources |ist includes additional activities. In the 
Course-wide Content list, link Internet Activities; then link to Part 4 


fSeererrerer ee , 
Internet Activities for Chapter 16-18. Select L__°82 _] or [seve _] 
Complete the ACADEMIC WEBSITES exercise. Read steps 1-3. 


Follow the steps shown on the book’s website to complete this Internet 
activity. 

Using a word processing program write summaries of what you find. 
Include all appropriate website addresses. 


SUMMARY AND REVIEW 
Complete the following end-of-chapter activities: 


1. Going to the net, page 689 
Multiple-choice questions, pages 689-691 
Exercises 16-1 and 16-2, page 692 
Assessment rubric, page 693 


Analysis question, page 693 


oO an Rw N 


Chapter 16 Index, page 694 
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GOING TO THE NET 


Access the Sage Newsroom at www.sagenorthamerica.com/Newsroom. 
(Going to the Net links are on the textbook website at 
www.mhhe.com/yacht2011; link to Student Edition, select Chapter 16.) 


1. Select two articles. 


2. Write a brief summary (no more than 100 words for each article). 
Identify the name and date of the articles and the website address in 
your answer. 


Multiple-choice questions: |n the space provided, write the letter that 
best answers each question. 


1. The definition of a form in Peachtree is: 


a. Preprinted paper forms that can be displayed on your 
screen. 

b. A document that you exchange with customers, vendors, 
or employees. 

c. Reports that are selected from the menu bar. 

d. Options selected from the menu bar. 

e. None of the above. 


2. The three types of documents accessed from the Reports & 
Forms menu are: 


Reports, Financial Statements, Forms. 

Payroll Checks, Disbursements Checks, Invoices. 
Sales Invoices, Purchase Invoices, Cash Receipts. 
Filter, Forms Designer, Report List. 

None of the above. 


oao7m 
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3. The Accounts Payable forms that can be printed or edited are: 


a. Payroll Checks, W2s, 940's and 941's, State Quarterly Tax 
Forms, Employee Mailing Labels. 

b. Disbursement Checks, 1099 Forms, Purchase Orders, 
Vendor Mailing Labels. 

c. Invoices, Statements, Customer Mailing Labels, Quotes, 
Collection Letters. 

d. All of the above. 

e. None of the above. 


4. The Accounts Receivable forms that can be printed or edited 
are: 


a. Payroll checks, 940's and 941's. 
b. Purchase Orders, 1099 Forms, Disbursement Checks, 
Vendor Mailing Labels. 


c. Invoices/Packing Slips, Customer Statements, Customer 
Labels, Collection Letters. 

d. All of the above. 

e. None of the above. 


5. To use Peachtree’s forms designer, make this selection: 


a. Customize. 

b. Select. 

c. Customers & Sales. 

d. View All customer & Sales Reports. 
e. None of the above. 


6. These buttons are called design tools: 


Select. 

Add. 

Delete. 

Line Up and Resize. 
All of the above. 


oA200M 
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7. In Chapter 16, the Windows 7 default location for saving the 
Practice form is: 


C:\Peachtree\Program Files\INVOO000.FRM 
C:\Program Files\Practice 

C:\Program Files\Sage Software\Invoice\Practice 
C:\Sage\Peachtree\ Company\Forms\INVO00000.FRM 
None of the above. 


oAoo0M 


8. To add an object to the form, make this selection: 


a. Select. 

b. Add. 

c. Delete. 

d. Resize. 

e. All of the above. 


9. This selection walks you through the process of designing 
financial statements. 


Customizing forms. 

Financial statement wizard. 

Financial statement template. 

The Navigation Bar selection, Company. 
None of the above. 


C2909 


10. The top and the bottom of financial statements include the 


following: 

a. Object toolbar. 

b. Design tools. 

c. Fonts selections 

d. Headers and footers. 
e. None of the above. 
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Exercise 16-1: Use PCA's forms designer to experiment with different 
formats and type fonts. 


Exercise 16-2: Print the form that you designed in Exercise 16-1. 
ASSESSMENT RUBRIC 

Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 16, Assessment Rubric link. To review 


Peachtree's navigation centers, menu selections, and windows, complete 
the blank fields online. 


Report Date | Navigation Center Icon ID 


Customized 


Balance 
Sheet 


ANALYSIS QUESTIONS 
1. What is a Peachtree form? 


2. What is a predefined or standard report? 
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Chapter 


Import/Export 


LEARNING OBJECTIVES 


1. Export information from Peachtree to a word processing program. (In 
this chapter Microsoft Word 2007 and Windows 7 are used.) 

2. Select the customer list from Bellwether Garden Supply to export. 

3. Import Bellwether Garden Supply's chart of accounts into a new 
company. 

4. Complete the Internet Activity. 

5. Save two files: a comma separated value file and a text file. 


Importing translates data from other programs into a format that 


Peachtree can use. The diagram below shows how importing works. 
Data can be imported into Peachtree. 


Spreadsheet 
Database file Peachtree 


Other 
accounting 


program 


Exporting copies Peachtree data into a format that other programs can 
read and use. The diagram on the next page illustrates exporting. Data 
is exported from Peachtree. 
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Database 
program 


= 


Spreadsheet Peachtree 


program 


Word processing 
program 


Other accounting 
program 


The chart below shows how Peachtree organizes data. 


Customer Files Journal 


General Purchase Cash Sales Cash 
Records Journal Journal Disbursements | Journal Receipts 
Journal Journal 


Fields Invoice Account Debit Credit 
Number Number Amount Amount 
>» Files are a group of related records; for example, customer files and 
journal files. 


WV 


Records are a group of fields that contain information on one subject; 
for example, the general journal, purchase journal, cash 
disbursements journal, sales journal, or cash receipts journal. 


>» Fields are an individual piece of data; for example, invoice numbers, 
account numbers, debit amount, credit amount. 
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Files 


When you import or export files, you use templates to format the data. 
The templates included in Peachtree are: 


> Accounts Receivable: Customer List, Sales Journal, and Cash 
Receipts Journal 


> Accounts Payable: Vendor List, Purchase Journal, and Cash 
Disbursements Journal 


> Payroll: Employee List 

> General Ledger: Chart of Accounts and General Journal 
> Inventory: Inventory Item List 

> Job Reports: Jobs List 

Records 


When you select a file to export, you can define which information you 
want. For instance, when you select the Customer List, you can select 
which customers you want to export. 


Fields 


When export is used, you export individual fields of information. You can 
see what fields are exported by selecting the Format tab. You may 
uncheck fields to exclude them from being exported or move fields 
around to change their order. 


When you export, the information is exported in a comma separated 
values (CSV) format. This means that the fields for each record are 
written in one line, with commas between them. You see how this looks 
when you export one of Peachtree's customer lists into Microsoft Word 
2007 or 2010. Common separated value files (CSV extensions) are 
commonly used for transferring data between applications in a text-based 
format. 
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The file created during the export process is an ASCII file, which contains 
only text characters. Each record is on a separate line. ASCIl is an 
acronym for American Standard Code for !nformation Interchange. It is 
one of the standard formats used for representing characters on a 
computer. Most word processing, spreadsheet, and database programs 
can read ASCII files. 


GETTING STARTED: EXPORTING 
1. Start Peachtree. 


2. Open Bellwether Garden Supply. (in this chapter data is used from 
the Exercise 6-2.ptb backup file made on page 228.) 


_Compuny | | 
3. From the Navigation Bar, select = ; link to 


Import and Export. The Select Import/Export window appears. 


4. In the Accounts Receivable |ist, highlight Customer List. 


| ie* Select Import/Export 3 
| Fle Edit GoTo Window Help 


Bet 


mee 
Delete Import Export Help 


Sa) femon heen 
a= 
af Accounts Payable ; |e Sales Journal 
. | | Cash Receipts Journal — _ 
< Payroll | ff FET emer rerege 
|| @ General Ledger g Contact List 
Pa Inventory 
rz Jobs 
| AB 
e Account Reconciliation Diener 
Description of Import/Export Template 
{ie Time/Expense Lists your customers 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Import/Export 699 


[Customer List 


Filter | Fields le. Options } 
Report Order: [Customer ID | 


Cancel | j 


ri 
Save i 


Filter Range: 1 Help | : 


Filter BSI tae a 


Options 


[Show | Ti 
rari Customer ID Ea : 
I ae 


Zit od 

Inactive 

= Bill to Contact First Name 
: Billto Contact Last Name 


ri TE Bill to State 
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Comment 


Show All places a check mark in all the fields. 


7. Click on the Options tab. 


Comment 


The radio button next to Ask, Then Overwrite is the default. 


8. Put external media in the appropriate drive. In the example that 
follows, a USB drive was used. Click on the arrow [>] underneath 


Import/Export File. The Open window appears. The File name field 
shows CUSTOMER.CSV [Fie name Meche | Another field 
shows Import/Export Files (*.CSV) |impor/Empor Fles (CSV) | 


9. Select the appropriate drive letter. In the example that follows drive 


H is shown. Then click (oP 


Customer List 


Filter Fields Options 


Drive H is shown. 
Your drive letter 


Vraeatiegie A 
may differ. 


| H'\CUSTOMER CSV 


Export Options - 


| [Include Headings 


| lf Export File Exists 


| 
| | @ Ask Then Overwrite 


| | © Overwrite Without Asking 
| | C Ask Then Append 
/ C Append Without Asking 
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Observe that H:\CUSTOMER.CSV is shown next to the arrow [>] 
underneath Import/Export File. (Substitute your drive letter for H.) 


10. Click lic _.1. The Save As window appears. Type Customers in 
the Template Name field. 


Template Description: [Custom version of Customer List. Lists your customers 


11. Click tits 


12. You are returned to the Customer List Options window. Make sure 
X\CUSTOMER.CSV is shown as the Import/Export File name. 


(Substitute your drive letter for X.) Click LK | The Select 
Import/Export window shows Customers with a red arrow. Select it. 
The Description field describes the custom version. 


ig’ Select Import/E : 
Fle Edit GoTo Window Help 


Dae Import Export 


& : Se - f . ss ee: : 
Accounts Receivable Accounts Receivable 
Accounts Payable lt) Customers SiS aA seam ae 


E) Sales Journal 

Payroll Cash Receipts Journal 
Customer List 
General Ledger Sales Order Journal 
Contact List 


Inventory 


Jobs 


Account Reconciliation Description of Import/Export Template 
Time/Expense IL [Custom version of Customer List. Lists your customers § | 


PASH eA G ne 


© 
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13. 


14. 


gis’: 


Close the Select Import/Export window. 


If necessary, go to the desktop. Start your word processing 
program. In this chapter, Microsoft Word 2007 and Windows 7 are 
used. (You may use any word processing program that supports 
ASCII.) 


Follow these steps to open the Peachtree file from Microsoft Word 
2007. 


a. Start Word or other word processing program. Click (the 
open file icon). 


b. In the Look in field, select the appropriate location of the 


CUSTOMER.CSV file. Click ! Wo Documents (does: ~) then select 
All Files (*.*). (In XP, All Files is in the Files of type field.) 


c. Highlight the CUSTOMER.CSYV file, then click Loren] (Hint: \f 


a convert file window appears, select Plain Text.) 


The data on your window was exported in a comma separated 
format. The fields for each record are written in one line, with 
commas between them. To use this information, you would need 
to edit its contents, then save it. 


Compare your window to the one shown on the next page. If you 
used a different word processing program, your window will look 
different but the text portion of the data is the same. 
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coW > Micros soft Wor 


FNormal 8 No Spaci... Heading 1 Heading2 = Change 


ipboard 


ALDRED, "Aldred Builders, Inc.“, FALSE, FALSE, Tony, Aldred, 412 Sever 

Rd, ,Norcross, GA, 30092,,GAGWINN,412 Sever 

Rd, ,Norcross, GA, 30092, ,GAGWINN, prrserrer cence ree er ere cess rete seee 
EDEL ED OD OEE EE EOE LE LEOSTERLULSEVED EDULE LETOL FERTIL EPETETE ISO E EI EEES 
FUseet ae eet ened 7p Dy 110-OC90-0654, 179-509-0655, 7 10-555— 

0656, taldred@ sample. peachtree.com,DGROSS, , 40000, ,0,,0, TRUE, FALSE 
LSE,30,10,2.00000, 50000.00,1, TRUE, FALSE, 0, FALSE, Tony Aldred, 412 = 

Rd, ,Norcross, GA, 30092, , 4¥wFcHOm43rWkzhNWtFiGA—=, 12/2011,TRUE,,,,Yes,7 
es, Internet, 3/15/06, 3/4/19,129.97,,0.00,,5556.91,0.00,0.90,0.00,0 
79.90,0.00,0.00,9.00,0.00,0.00,0.00,0.00,5426.94,129.97,0.00,0. 
00,0.00,0.00,0.00,0.00,0.00,0.00,9.00,0.00,0. 09, 0.06, ¢ 0.00, 0.06, 
9.00,0.00,0.00,0.00,0.99,0.00,6.00,0.00,9.090,0.00,0.90,0.09,0 
0,6.00,0.00,0.00,0.00,0.00,9.09,0.00,0.90,9.00,0.90,9.09,0.0 
-00,0.00,0.00,0.00,0.00,0.90,0.00,0.90,0.00,0.90, www. peachtres .com 

ARCHER,Archer Scapes and Ponds, FALSE,FALSE,Nancy,Archer,778 Oakland 
Parkway, ,Alpharetta, GA, 30092,,GACHER,77& Oakland 

Parkway, ,-Alpharetta, GA, 30092,,GACHER,997 Lime 

St, ,Duluth, GA,30043, , py eypare re recce reer err seers ereet ences errres 
POLE EAT EE TEEPE TED EDEL EEPEEPEL EL PTE E EF ESE LTEPL PLETE EP EER EE EEE SEES OLE 
7, LAND, 770-555-4660, 770-555-4661, 770-555- 

4662,narcher@ sample. peachtree.com, BNUNNLEY, ,40000, ,G,,9, TRUE, FALSE 

FALSE, 30,10,2.00000, 50000.00,1,TRUE,FALSE,1,TRUE,Nancy Arch,778 Oa 
Parkway, ,Alpharetta, GA, 30092, , 4¥wFcHOm43rWkzhNwt FiGia=, 12/2011,TRUE,,,Sus 
an Lord, No, Yes, Yes, Internet, 1/11/02,3/15/16,- 

49.99, 3/15/10,23359. 35, ,7434.67,0.00,0.00,0.00,0.90,0.00,0.00, 
.06,0.90,0.60,0.06, 23359. 35, 7374. 69,59.98,0.00,0.00,0.00, 0. 00,0. 
-00,0.00,0.00,0.00,0.00,0.00,0.00,0.00,0.00,0.00,9.00,0.00,0.00,0. 


verrere 


d. To keep the original ASCII file, use Word's Save As command 
and rename the file CUSTOMER.txt. When you save, the file 
converts to a text document file from its original ASCII format. Ifa 
File Conversion — CUSTOMER.txt window appears, click 


e. Exit the word processing program. 
TEXT AND COMMA SEPARATED VALUES FILES 
To look at the files you just created, do this: 
1. Right-click the Start button; left-click Open Windows Explorer. 


2. Go to the location of the CSV file 
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3. Observe that the CUSTOMER.CSV file is an Excel file saved as 
Comma Separated Values. The CUSTOMER.txt file is a Text 
document. 


“al CUSTOMER.CSV Microsoft Office Exce! Comma Separated Values File 34 KB 
CUSTOMER. txt Text Document 34 KB 


4. Double-click CUSTOMER.CSV to see the Excel file created from 
Bellwether Garden Supply's customer list. Close the window. 


5. Double-click CUSTOMER txt to see the text file. 
6. Close the Notepad window and Windows Explorer. 
IMPORTING 


Importing data from another accounting, database, or spreadsheet 
program into Peachtree works similarly to exporting. Any information that 
is entered in Peachtree during setup and maintenance can be imported. 


In Peachtree, the Maintain windows allow you to perform tasks regarding 
lists, such as the Customer List, Employee List, Chart of Accounts, etc. 
The Tasks windows allow you to perform tasks that consist of journalizing 
transactions. When you import data, it is important to know that 
Peachtree allows you to import new transactions, for example, tasks 
performed within the Tasks windows. Once transactions are imported 
they cannot be edited. 


In the example that follows, you are going to copy Bellwether Garden 
Supply's chart of accounts to another company. To start this process, you 
export the chart of account list first, then import the chart into a newly set 
up company. 


Import a Chart of Accounts 


To import the chart of accounts from Bellwether Garden Supply to 
another company, do the following. 


1. If necessary start Peachtree and open Bellwether Garden Supply. 
From the Company Navigation Center, link to Import and Export. 


2. Select General Ledger, then Chart of Account List. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Import/Export 705 


Select Import/Export 
Edt GoTo Window _Help_ 


& Accounts Receivable 


g Accounts Payable 


ee Payroll 2 FAS Depreciation Import 


Budget List 
& General Ledger 


Inventory 
Be 
eg _ Jobs 


& Account Reconciliation Description of Import/Expart Template 


io Tirne/Expense Lists your general ledger chart of accounts and budget} | 
amounts j 


eas 
3. ClickL 2°]. The Chart of Accounts List window appears. Select the 
Options tab. Observe the default location for the CHART.CSV file. 
The file will be imported from that location. The default location on 
Windows 7 computers is C:\Users\[computer name]\Documents.CSV. 


4. Click L_S%2__] In the Template Name field, type Chart. 


emplate Description: Custom version of Chart of Accounts List. Lists your general 
ledger chart of accounts and budget amounts. 


6. Clickiiics sae . The Chart window appears. Observe the location 
where the CHART.CSYV file is stored. 
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ImporvExport File: ——_———— 
[*] C\Users\ »000000000% \Documents\CHART.CSVY 


-Expot Options ——$=$ + 


[~ Include Headings 
| ; If Export File Exists 
| @ Ask Then Overwrite 
| C Overwrite Without Asking 


| 
| © Ask Then Append 


| C Append Without Asking 


Substitute the x's for your computer name. 


7. Click [los | The Select/Import Export window shows the 


custom version of the Chart listed. 


Select Import/Export —— ONE 
Fle Edit GoTo Window 


(Be ote i cS 


Accounts Receivable 


Accounts Payable 
= Chart of Accounts List 
Payroll 6) General Journal 

—) FAS Depreciation Import 
General Ledger © Budget List 


Inventory 
Jobs 


Account Reconciliation Description of ImporyExport Template 


Time/Expense Custom version of Chart of Accounts List. Lists your 
general ledger chart of accounts and budget amounts. 


@ 
wh 
ee 
y 
3 
r 
€ 
ffi 
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8. Close the Select Import/Export window. 


9. Setup anew company. From the menu bar, select File; New 


Company. When the window prompts, do you want to keep 
Bellwether Garden Supply open, select aaa 


a. Use your first name Company; for example, Carol 
Company. 


b. Accept the default for Corporation. Click 


c. On the Select a method to create your company, select Build 
your own chart of accounts. 


Select a method to create your company 


C Use 2 sample business type that closely matches your company (Most companies choose this) 
C Copy settings from an existing Peachtree Accounting company 


€ Convert a company from another accounting program 


(@ Build your own chart of accounts (Designed for accountants and advanced users only) 


d. Click until the Choose the first period of our fiscal 


year window appears. Select 2011. 
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Create a New Company - Fiscal Year 


Choose the first period of your fiscal year 


A fiscal year is your accounting year, defined by when you open and dose the books. Most companies start their fiscal year in 
January. Companies with a more seasonal business may choose to start their year in another month. 


Note: This cannot be changed after your company is created. 


e. Click [ees | then | ian 


10. If necessary, close the Setup Guide. The title bar shows Your Name 
Company - Peachtree Accounting. From the Company Navigation 
Center, link to Import and Export. Select General Ledger; Chart of 
Accounts List. Then, "2" | 

11. On the Chart of Accounts List window, select Options. Observe that 


the file name location is the same as the illustration at the top of page 
706. (Substitute the x's for your computer name.) 


~|mporvExport File: — 
[> | CAUsers\ 00000000000 \Documents\CHART.CSY 


12. Click ao | When the screen prompts Would you like to 


; Yes 
continue?, click 


. Close the Select Import/Export window. 

13. Display your Chart of Accounts (Reports & Forms; General Ledger, 
Chart of Accounts). Your company shows the same chart of accounts 
as Bellwether Garden Supply. A partial chart of accounts is shown on 
the next page. 
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Carol Company 
Chart of Accounts 
As of Oct 31, 2011 


Filter Criteria includes: Report order is by ID. Report is printed with Accounts having Zero Amounts and in Detail Format 


: Account! «Account Description Active? «Account Type 

£10000, ss Petty Cash j ; _yes Cash 

: 10100 Cash on Hand Yes Cash 

; 10200 Regular Checking Account Yes Cash 

’ 10300 Payroll Checking Account Yes Cash 

: 10400 Savings Account Yes Cash 
Money Market Fund Yes Cash 
Accounts Receivable Yes Accounts Receivabie 
Contracts Receivable Yes Accounts Receivable 
Other Receivables Yes Accounts Receivable 
Allowance for Doubtful Account Yes Accounts Receivable 
Inventory Yes Inventory 
Prepaid Expenses Yes Other Current Assets 
Employee Advances Yes Other Current Assets 
Notes Receivable-Current Yes Other Current Assets 
Other Current Assets Yes Other Current Assets 
Furniture and Fixtures Yes Fixed Assets 
Equipment Yes Fixed Assets 
Vehicles Yes Fixed Assets 
Other Depreciable Property Yes Fixed Assets 
Leasehold improvements Yes Fixed Assets 
Buildings Yes Fixed Assets 
Building Improvements Yes Fixed Assets 
Land Yes Fixed Assets 
Accum. Depreciation-Furniture Yes Accumulated Depreciation 
Accum. Depreciation-Equipment Yes Accumulated Depreciation 
Accum. Depreciation-Vehicles Yes Accumulated Depreciation 
Accum. Depreciation-Other Yes Accumulated Depreciation 
Accum. Depreciation-Leasehold Yes Accumulated Depreciation 


In this chapter, you exported and imported data. To learn more about 
these features, use Peachtree's Help feature. 


INTERNET ACTIVITY 
From your Internet browser, go to the book’s website at 
http:/www.mhhe.com/yacht2011. 


Link to Student Edition. 


In the Choose a Chapter field, select Chapter 17. Observe that the Quizzes and a 
More Resources list includes additional activities. In the Course-wide Content 
list, link Internet Activities; then link to Part 4 Internet Activities for Chapter 16- 


18. Select 


hee 


Complete the WOMEN’S BUSINESS CENTER exercise. Read steps 1 and 2. 


Follow the steps shown on the book’s website to complete this Internet activity. : 


Using a word processing program write summaries of what you find. Include all 
appropriate website addresses. 
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SUMMARY AND REVIEW 


Going to the net, page, 710 
Multiple-choice questions, page 710-712 
Exercises 17-1 and 17-2, page 712 
Assessment rubric, page 713 

Analysis question, page 713 

Chapter 17 Index, page 714 


G2. C1 Fe 0. Nort 


GOING TO THE NET 


Access the Peachtree Add-Ons website at 


http://www.peachtree.com/productsServices/peachtreeAddOns/. 
Complete the following: 


1. List seven Peachtree add-ons 
2. Link to Third-Party Add-Ons, then Point of Sale. The URL is 


http://sagepss.com/Solutions.aspx?p=2&v=1%2c4%2c111&b=207% 
2¢6208%2c212. Briefly explain the Point of Sale application. 


Multiple-Choice Questions: |n the space provided, write the letter that 
best answers each question. 


1. A group of related records is called a/an: 


File. 

Record. 

Field. 

Balance Sheet. 
e. All of the above. 


aoo78 


2. A group of fields that contains information on one subject is 
called a/an: 


File. 

Record. 

Field. 

Income statement. 
All of the above. 


ca29T7o 
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3. An individual piece of data such as an account number or 
customer's name is called a/an: 


File. 

Record. 

Field. 

Income statement. 
All of the above. 


92008 


4. Exporting copies Peachtree data into a format that the 
following programs can read and use: 


Spreadsheet programs. 
Database programs. 
Accounting programs. 
Word processing programs. 
All of the above 


oa2oo0® 


5. Importing allows you to translate data from the following types 
of programs: 


a. Spreadsheet programs. 
b. Database programs. 

c. Accounting programs. 
d. All of the above. 

e. None of the above. 


6. Information that appears on Peachtree's reports can be: 


Imported. 

Exported. 

Formatted into an ANSI file. 
A macro. 

None of the above. 


oaoo0® 


7. The name of the company from which you exported data is: 


Mike Parry Designer. 

Sharon Albert, Accounting. 
Georgia Sports. 

Sharon’s Service Merchandise. 
None of the above. 


C2905 
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8. When you import or export files, you use one of the following 
to format the data: 


Template. 

File. 

Field. 

Record. 

None of the above. 


9290 


9. The type of file that is exported into a word processing 
program is called a/an: 


DOS text file. 
ANSI file. 

ASCII file. 
WordStar file. 
None of the above. 


9QAo0M 


10. The data on your window was exported in the following format: 


Comma separated. 
Line separated. 
Field separated. 
File separated. 
None of the above. 


ooo 


Exercise 17-1: Follow the instructions below to complete Exercise 17-1. 
1. Select one of the companies that have a vendor list. 
2. Export the vendor list to a word processing program. 
3. Open the vendor list. 

Exercise 17-2: Follow the instructions below to complete Exercise 17-2. 
1. Select one of the companies that have a customer list. 
2. Export the customer list to a word processing program. 


3. Open the customer list. 
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CHECK YOUR FIGURES: Exported Chart of Accounts 


Account No. Account Description 
10200 Regular Checking Account 
19100 Organization Costs 

39003 Common Stock 

40000-AV Sales - Aviary 


ASSESSMENT RUBRIC 


Account Type 


Cash 

Other Assets 
Equity-doesn't close 
Income 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 17, Assessment Rubric link. To review 
Peachtree's navigation centers, menu selections, and windows, complete 


the blank fields online. 


Navigation Center 
and Links 


File Name, Extension, and 
Report ID 


Customer List 


ae 


ANALYSIS QUESTION 


What is the purpose of importing and exporting? 
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Chapter 
Microsoft Word and 


4 =) Templates 


LEARNING OBJECTIVES 


Copy Peachtree report data to Microsoft Word. 
Use the write letters feature. 

Save letter templates. 

Save Word files. 

Extract the PAWMail.zip folder. 

Search Peachtree’s knowledgebase. 
Complete the Internet Activity. 

Save five Word files. 


OS See Si 


Peachtree’s write letters feature allows you to send information to a large 
number of people quickly. For example, you can send personally 
addressed letters to all the company’s customers. The Tasks menu and 
the Select a Report or Forms window include a selection for write letters. 
Use Peachtree’s write letters feature to create mailings or e-mail 
messages from existing or custom letter templates using customer, 
vendor, and employee information. A template is a document pattern or 
part of a document that is stored so that it can be used again. 


You can create mailings such as newsletters, announcements, collection 
letters, individual letters, e-mail messages, and other types of mailings. 
Peachtree integrates with Microsoft Word’s mail merge feature, using 
Word to edit and create custom templates, then generates mailings using 
selected Peachtree information. 


GETTING STARTED 


1. Start Peachtree. Open Bellwether Garden Supply. 


2. If necessary, restore the Exercise 6-2 file. This back up was made 
on page 228. 
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Comment 


If you no longer have your Exercise 6-2 back up file, use starting data for Bellwether 
Garden Supply. Refer to pages 28-32, Using Peachtree’s Restore Wizard, to restore 
Bellwether’s starting data. 


COPYING PEACHTREE REPORT DATA TO MICROSOFT WORD 


A displayed PCA report or financial statement can be copied to the 
Windows clipboard. Then you can paste that data into other applications, 
such as Microsoft Word or another word processing program. The steps 
that follow show you how to copy and paste a report using Microsoft 
Word 2002 or higher. 


1. If necessary start PCA. Open the sample company, Bellwether 
Garden Supply. 


2. If necessary restore the Exercise 6-2. ptb file. If you do not have that 
backup, use Bellwether’s starting data. Refer to pages 28-32, Using 
Peachtree’s Restore Wizard. 


3. From Bellwether’s menu bar, select Reports & Forms; Financial 


Statements; <Standard> Retained Earnings. Click L282]. The 
Statement of Retained Earnings displays. 


4. Click ae Uncheck Print Page Numbers and Show Zero 
Amounts. Click as | 


5. From the menu bar, click Edit, Copy. 


6. Start Microsoft Word or other word processing program. Click Paste. 
Or, right-click on the document, left-click Paste. Bellwether’s 
statement of retained earnings appears. You need to format the 
statement in order for it to look like the one below. (These account 
balances reflect data from the Exercise 6-2.ptb backup file. If you are 
using a different back up file, your account balances will differ.) 
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Bellwether Garden Supply 
Statement of Retained Earnings 
For the Three Months Ending March 31, 2011 

Beginning Retained Earning $ 189,037.60 
Adjustments To Date 0.00 
Net Income 29,476.82 
Subtotal 214,514.42 
Ending Retained Earnings % 214,514.42 

For Management Purposes Only 


The file copied was formatted with Microsoft Word. 


7. Click =|, Save As. In the Save in field, select the appropriate 
drive. Accept the file name Bellwether Garden Supply.docx. Observe 
that the File as type field shows Word Document (*.docx). (Hint: The 
default file extension for Word 2003 is .doc.) 


8. Click [se | 
9. Exit Word. 
10. Close open Peachtree windows. 
CREATE A MAILING TO CUSTOMERS 
Follow these steps to use one of Peachtree’s Write Letters templates. 


1. From the Tasks menu, select Write Letters; Customer Letters. 


Write Letters | 


Action Items... Employee Letters... 
Vendor Letters... 


| 
System | 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


718 Chapter 18 


2. The Select a Report or Form window appears. Observe that the 
Form Types list shows Customer Labels and Letters highlighted. 
Select Bellwether Sales Special. The Description field shows 2” Or 
Sales Promotion letter. 


@ Select a Report or Form Ae © peso ce ie Milas a ¢ 8| x! 
Fie Edit GoTo Window Help re | 
iF 7 Zor = set Cane «|| 

Se ee 


Form Types: ale ‘Promotion Letter 


Invoices and Packing Slips al 


Checks 
Payroll Checks 


Employee Labels and Letters 
Purchase Orders 
Rereinte and Nennait ts —~—) 4 hom 


ig) Account Info Verification 
(gy Collection Letter 1 
\Qy Collection Letter 2 
iy Collection Letter 3 
Customer Labels 1x 10 

)) Customer Labels 3x 10 
| |\@) Customer Labels Continuous 
| | Customer Shipping Addr Labels 
gy Detail Collection Letter 
| |\gg New Customer Welcome 
(2) Overdue 31-60 Days - Medium 
©) Overdue 61-90 Days - Firm 

} Overdue < 30 Days - Soft 
(2) Overdue >90 Days 

) Overdue >90 Days - Coll Agency 


| i Prospect Discount Offer Send Letter | Edit Letter Template 
3. Click | SendLetter | The Write Letters - Bellwether Sales Special 


window appears. Observe there are two tabs: Select Recipients and 
E-mail Options. Select Recipients is the default. 


4; Glick | Word | Wait a few moments for the first customer letter to 


appear. Observe that the taskbar shows Page 1 of 34-2ag8 49! 4], 
This means there are 34 customer letters. The Aldred Builders, Inc. 
letter is shown below. Read the letter. 
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WET. 
Sua a: 


GARDEN SUPPLY 


1505 Pavilion Place 
Norcross, GA 30093-3203 
770-724-4000 


BUY ONE ITEM GET THE 2°° ITEM 50% OFF 
PROMOTIONI!! 


Aldred Builders, Inc. 
412 Sever Rd 
Norcross, GA 30092 


Dear Tony Aldred: 


As one of our loyal customers, we would like to tank You by extending you a 
special offer. Buy any item in our catalog at the regular price and receive any 
2”d item (at an equal or lesser value) for 50% off. 


This offeris also good for purchases made onlinel! Check us out on the web at 
www. peachtree.com. 


Again, thank you for your continued business. 


Regards, 


Derrick P. Gross 
Sales Representative 


Go to pages 2, 3, etc. Observe that each customer receives an 
individually addressed letter. 


5. To save the letter, click ; Save As. The suggested filename is 
Customer Letters. If you are using Word 2003, save the file by 
accepting the default extension, .doc. In Word 2007, when the 
screen prompts, You are about to save your document to one of the 


new file formats, click ee 


6. Close the document. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


720 Chapter 18 


7. On the taskbar, click to return to 


the Select a Report or Form window. 
EDIT LETTER TEMPLATES 


Follow these steps to create a letter template from the promotion letter 
shown on page 719. 


1. From the Select a Report window, make sure Bellwether Sales 
Special is selected. (If necessary, select Tasks; Write Letters, 
Customers Letters.) 


2. Click LEstteter Template | The Edit Letter Template — Bellwether Sales 
Special window appears. Observe that the Letter Template 
Description shows 2° Qtr Sales Promotion Letter. Compare your 
Edit Letter Template window with the one shown below. 


2nd Qtr Sales Promotion Letter 


Recipient Filter - Send letter to recipients who meet the selected criteria 


3. Review the information on the Edit Template window. Click 
ee | The letter appears with fields identified. 
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GARDEN SUPPLY 
«Company_Address_Line_1» 
«Company Address Line _2» 
«Company_City», «Company_State» «Company_Zip_Code» 
«Company_Telephone_Nurmber» 


BUY ONE ITEM GET THE 2" ITEM 50% OFF 


PROMOTION!!! 
«Customer_Name» 
«Customer Full Address» 
Dear «Customer_Contact»: 


As one of our loyal customers, we would like to [ans you by extending you a 
special offer. Buy any item in our catalog at the regular price and receive any 
24 item (at an equal or lesser value) for 50% off. 


This offeris also good for purchases made onlinell Check us out on the web at 
aCompany_ Website Address». 


You can use this letter as a template or model to create a similar 
letter. Observe that the information in the letter is the same as the 
customer letter shown on page 719, except for the customizable 
information—<<Company_Address_Line_1>>, etc. 


4. To add a date to the letter, click on a line or two above 
sh Date & Time 


((Customer_Name)). Select Date & Time ] from 
Word 2007’s Insert selections. Select the appropriate format and the 
date is inserted. 
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a ee 
GARDEN SUPPLY 
«Company_Address_Line_1» 
«Company _Address_Line_2» 
«Company_City», «Company_State» «Company_Zip_Code» 
«Company_Telephone_Number» 


BUY ONE ITEM GET THE 2°° ITEM 50% OFF 


PROMOT ION! 


«Customer_Name» 
«Customer_Full_Address» 


Dear «Customer_Contact» 


As one of our loyal customers, we would like to ank you by extending you a 
special offer Buy any item in our catalog at the regular price and receive any 
24 item (at an equal or lesser value) for 50% off 


5. Select = , Click Save As. A list of letter templates appears. (Hint: 
lf you do not see the list of customer letter templates, you may need 
to extract the PAWMail.zip folder. Unzipping or extracting the 
PAWMail.zip folder is shown on pages 724-725.) 


BJAccount info Verficationdoc 
W}) Bellwether Sales Special.doc 
1) Collection Letter 1.doc 

1) Collection Letter 2.doc 

1) Collection Letter 3.doc 

W) Contract Transmittal Letter.doc 
W)) Delivery Attempt Notification.doc 
4) Detail Collection Letter.doc 

W'} Donation Receipt.doc 

wi} Fundraising Letter.doc 

Wh} Member Fees Outstanding.doc 
wh) New Customer Welcome.doc 

Hw} Pledges Outstanding.doc 

1) Proposal Transmittal Letter.doc 
HW) Prospect Discount Offer.doc 

ww) Sales Reminder.doc 

HW} Sales Special.doc 
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6. Accept the default file name Bellwether Sales Special.doc. (Hint: 


media; click 


Peachtree’s letter templates default to .doc files.) Insert external 


Save 


CUSTOMER TEMPLATES 


Follow these steps to see some of Bellwether’s customer templates. 


Ag 


From Word’s menu bar, select i. 
shown on page 722 appears. If the list of letters does not appear, 
extract the PAWMail.zip folder from this location C:\Sage\Peachtree 
\Company\Letters. Double-click PAWMail.zip to extract the files. 
Folders are shown for Customer, Employee, and Vendor. (Detailed 
steps for extracting the folder are on pages 724-725.) 


Open. The list of letters 


Open the Customer folder. These are the same letters shown on page 
722. Observe that the letters end in a .doc extension which means 
that the Peachtree customer templates have been saved as Word 97- 
2003 files. Double-click Contract Transmittal Letter. The letter 
template for contracts appears. 


«Company_Name» 
«Company_Full_Address» 


«Todays Date_Long» 
«Customer_Contact» 
«Customer_Name» 
«Customer_Full_ Address» 


Dear «Customer_Contact»- 


Enclosed are two copies of the contract. If it meets with your approval, please 
sign both copies and return one in the enclosed, preaddressed envelope 


Please do not hesitate fo contact me should you have any questions or concerns 


We at «Company_Name>» are pleased to come to this agreement and look 
forward to working with you. 


Sincerely, 


«Customer Sales Rep Name» 
«Company_Name» 
«Company_Telephone_Number» 
«Company_Full_Address» 
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3. Look at some of the other templates. 


4. Exit Word without saving documents. 


on 


If necessary, maximize Peachtree. Close all windows. 
6. Exit Peachtree. 
PAWMail.Zip FOLDER 


The letter templates are included in Peachtree’s program path. Follow 
these instructions to see all the letters. 


soar 
1. Right-click Meal (Start); left-click Explore. 


2. Go to Peachtree’s program path: C:\Sage\Peachtree\Company\ 
Letters. 


Customer 


3. Copy the PAWMail.zip folder to the desktop. 
| Employee 


4. Extract the files. Open the templates from these Merion 


folders: Customer; Employee; Vendor. 


a. The Customer folder includes these documents. These templates 
were also shown on page 722. 


Name : Type 


Account Info Verification doc 


4) Collection Letter 1.doc 

4) Collection Letter 2.doc 

#4) Collection Letter 3.doc 

@) Contract Transmittal Letter.doc 
4) Delivery Attempt Notification.doc 
4) Detail Collection Letter.doc 

a} Donation Receipt.doc 

wi) Fundraising Letter.doc 

4) Member Fees Outstanding.doc 
#4) New Customer Welcome.doc 
4) Pledges Outstanding.doc 

4} Proposal Transmittal Letter.doc 
41) Prospect Discount Offer.doc 
i) Sales Reminder.doc 

4) Sales Special.doc 


_Microsoft Office Word 97 - 2003 Document _ 


Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
Microsoft Office Word 97 - 2003 Document 
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b. The Employee folder includes the Employee Welcome.doc file. 


c. The Vendor folder includes two documents: Disputed Charge.doc 
and Request Credit Increase.doc. 


5. Open the Request Credit Increase.doc. 


ib 


«Company_Name» 
«Company _Fuil_ Address» 


«Todays_Date_Long» 


«Vendor_Nameé» 
«Vendor _Full_ Address» 


Re: Request for increase in crecit limit 


Dear «Vendor_Contact»: 


«Company_Name» has enjoyed doing business with your company for the past 
twelve months. We are very happy with your product, and are looking forward to 
a continued business relationship. After reviewing the past year’s records. | 
would like you to consider increasing our credit limit. An increase of available 
credit in the amount of $500.00 should suffice. 


Thank you for your consideration in this matter. {f you have any questions 
please feel free to contact me at my direct extension 


Sincerely 


Office Manager 
«Company_Name» 


Close all windows. (If a window prompts the This file is in use by 
another application or user, click OK, then Cancel, and then No. Exit 
Word.) 


Exit Peachtree. 


PEACHTREE’S KNOWLEDGE CENTER 


The Knowledge Center offers help for the most frequently asked 
Peachtree questions. You can search by product, category, keywords, 
Answer ID or phrases. Feedback can also be emailed to Peachtree. 
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From the desktop, click Migs. Complete the following search. 

1. After selecting the Peachtree Knowledge Center, the Support & 
Training window appears. (Hint: The web site address is 
http://www.peachtree.com/support! raining/findAnswers/liveChat/.) 
Link to Search Knowledgebase. 

2. Inthe Search by Product field, select Peachtree 2011 Family of 
Products. 

3. In the All Subs field, select Peachtree Complete Accounting. Another 
All Subs field appears. For purposes of this example, make a 
selection; for example, Import & Export. 


{ 
4. Click L |. As of this writing, 10 answers are available. Link to 
one to read the information. 
5. Experiment. Change the search fields to look at Peachtree’s 
knowledgebase. 


INTERNET ACTIVITY 
From your Internet browser, go to the book’s website. 


Link to Student Edition. 


In the Choose a Chapter field, select Chapter 18. Observe that the 
Quizzes and More Resources list includes additional activities. In the 
Course-wide Content list, link Internet Activities; then link to Part 4 


Internet Activities for Chapter 16-18. Select k Dean or [seve] 


Complete the ADDITIONAL ACCOUNTING SOURCES exercise. Read 
steps 1 and 2. 

Using a word processing program write a brief summary of what you 

find. Include all appropriate website addresses. 


ee 


SUMMARY AND REVIEW 
Complete the following end-of-chapter activities. 


1. Going to the net, page 727 
2. Short-answer questions, pages 727-729 
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Exercises 18-1 and 18-2, page 729 
Assessment rubric, page 729 
Analysis question, page 729 


Chapter 18 Index, page 730 


GOING TO THE NET 


Access the MSDN Online Library website at 
http://msdn.microsoft.com/library/. Answer the following questions. 


ie 


What is the MSDN library? 


2. Type What are templates? in the Search for field. Click ES] to 


3. Link to an article of interest about templates. Write a brief essay 


Short-answer questions: Write an answer to each question in the 


search. 


727 


about what you find (minimum length is 75 words; maximum length 


150 words). Include website addresses in your answer. 


space provided. 


‘he 


What does the Write Letters feature do? 


2. How many customers does Bellwether Garden Supply have? 
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3. What type of promotion is Bellwether offering its customers? 


4. How do customers receive this special offer? 


5. What toolbar is used to change or add template fields? 


6. What is a template? 


7. What is the program and data path for Bellwether’s letter templates? 
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8. List four customer letter templates. 


Exercise 18-1: Follow the instructions below to complete Exercise 18-1. 
1. Print the sales promotion letter to Chapple Law Offices. Use March 
15, 2011 as the date. (Hint: Use the Bellwether Special letter 
template. Send a letter to Chapple Law Office.) 
2. Save the file as Exercise 18-1. 


Exercise 18-2: Follow the instructions below to complete Exercise 18-2. 


1. Print a sales promotion letter to Cummings Construction. (Use the 
current date.) 


2. Save the file as Exercise 18-2. 
ASSESSMENT RUBRIC 


Complete the Assessment Rubric online at www.mhhe.com/yacht2011; 
Student Edition, select Chapter 18, Assessment Rubric link. 


File Location Extracted Folders 


PAWMail.zip 


ANALYSIS QUESTION 


1. What is included in the PAWMail.zip folder? 
2. How do you see its contents? 
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Project 


Norcross Computer Club 


In Project 3, you complete the computer accounting cycle for the 
Norcross Computer Club which is located in Norcross, GA. Norcross 
Computer Club is a nonprofit business organized as a corporation. 


Because the Norcross Computer Club is a nonprofit business, observe 
that there are some differences in its Chart of Accounts and some of its 
transactions. For example, revenues are derived from membership fees 
and seminars. Club members also contribute computers to local schools. 
When you work with this project, you see how these transactions are 
handled. 


The club sponsors a trip to the International Consumer Electronics Show 
(CES), a trade show in Las Vegas, Nevada. The trip involves expenses 
for bus rental, motel rooms, meals, and entrance fees to the trade show. 
Since so many club members attend CES, a special rate is offered to 
them. 


In this project, you complete the accounting cycle for the month of 
January 2011. Norcross Computer Club’s Balance Sheet, transaction 
register, and bank statement are provided as source documents. 

At the end of this project there is a Checklist that shows the printed 
reports you should have. The step-by-step instructions also remind you 
when to print. Your instructor may ask you to turn in these printouts for 
grading purposes. Remember to make backups at periodic intervals. 
Follow these steps to complete Project 3, Norcross Computer Club: 


Step 1: Start Peachtree. 


Step 2: Make the selections to create a new company. 
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Step 3: The company information for Norcross Computer Club is: 


Company Name: Norcross Computer Club 
Address Line 1: 1911 E. Main Street, Suite 412 
City, State, Zip: Norcross, GA 30092 

Country: USA 

Phone: 770-555-7200 

Fax: 770-555-4233 

Business Type: Corporation 

Federal Employer !D: 32-7855312 

State Employer !D: 43-1348977 

State Unemployment !D: 410920-4 

Web Site: www.norcrosscomputerclub.com 
E-mail: info@norcrosscomputerclub.com 


Step 4: Accept the default to Use a sample business that closely 
matches your company. 


Step 5: Select Non-Profit Organizations. (Hint: Scroll down the 
Detailed types list.) 


Step 6: Accept the default for Accrual accounting. 
Step 7: Accept the default for Real Time posting. 


Step 8: Accept the default for Choose an accounting period structure, 
12 monthly accounting periods per year. 


Step 9: The Choose the first period of your fiscal year window 
appears. If necessary, select January 2011. 


Step 10: Atthe You are ready to create your company window, click 


L_ Fish] When the Setup Guid 


e = =a select Don’t 
show this screen at startup. Then, | cose | 


Step 11: Change the accounting period to Period 1 — 01/01/11 to 
01/31/11 - [@ Period 1 -01/01/11-01/31/19] 
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Step 12: Delete, add, and change the following General Ledger 
accounts in the Chart of Accounts: 
Delete these accounts: 


Acct. # Account Name 


10000 
10100 
10300 
10500 
10600 
10700 
11400 
11500 
12100 
2a OU 
12200 
14100 
14700 
15200 
15300 
15400 
15500 
15600 
16900 
17200 
17300 
17400 
17500 
17600 
19000 
19150 
19200 
19900 
23000 
23100 
23300 
23400 
23500 
23600 


Petty Cash 

Cash on Hand 

Payroll Checking Account 
Special Account 
Cash-Restricted Fund 
Investments 

Other Receivables 
Allowance for Doubtful Account 
Inventory-Kitchen 
Inventory-Golf & Tennis 
Inventory-Snack Stand 
Employee Advances 

Other Current Assets 
Automobiles 

Other Depreciable Property 
Leasehold Improvements 
Building 

Building Improvements 

Land 

Accum. Depreciation-Automobi 
Accum. Depreciation-Other 
Accum. Depreciation-Leasehol 
Accum. Depreciation-Building 
Accum. Depreciation-Bldg Imp 
Deposits 

Accum. Amortiz. - Org. Costs 
Note Receivable-Noncurrent 
Other Noncurrent Assets 
Accrued Expenses 

Sales Tax Payable 
Deductions Payable 

Federal Payroll Taxes Payable 
FUTA Tax Payable 

State Payroll Taxes Payable 
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23700 SUTA Payable 

23800 Local Payroll Taxes Payable 
24000 Other Taxes Payable 

24100 Employee Benefits Payable 
24200 Current Portion Long-Term Debt 
24800 Other Current Liabilities 
24900 Suspense-Clearing Account 
27000 Notes Payable-Noncurrent 
27100 Deferred Revenue 

27400 Other Long-Term Liabilities 
40200 Sales-Kitchen/Dining Room 
40400 Sales-Golf & Tennis 

40600 Sales-Snack Stand 

40800 Sales-Other 

41000 Contributions-Unrestricted 
41200 Grants 

41400 Program Service Revenue 
41800 Investment Income 

42000 Realized gain in Investment 
42200 Miscellaneous Income 

42400 Contributions-Restricted 
42600 Investment Income-Restricted 
43000 Other Income 

48000 Fee Refunds 

58000 Cost of Sales-Other 

59000 Purchase Returns and Allowance 
60000 Default Purchase Expense 
60100 Grant and Allocation Exp. 
61500 Bad Debt Expense 

65000 Employee Benefit Programs Exp 
65500 Other Employee Benefits 
72000 Payroll Tax Expense 

76500 Compensation of Officers 
77000 Salaries Expense 

89000 Other Expense 


Change these accounts: 
Acct. # Account Name New Account Name 


10200 Regular Checking Account First Federal Bank 
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12000 Inventory-Bar Inventory- 
Computers/Schools 

14000 Prepaid Expenses Prepaid Rent 

15100 Equipment Computer Equipment 

17000 Accum. Depreciation-Furnitur Accum. Depreciation- 
Furn&Fix 

17100 Accum. Depreciation-Eq. Accum. Depreciation-Comp 
Equip 

20000 Accounts Payable Credit Card Payable 

40000 Sales-Bar Fees-Seminars/Classes 

66000 Supplies Expense Office Supplies Expense 

67500 Occupancy Expense Rent Expense 

70000 Travel Expense Bus Rental-CES 

72500 Depreciation Expense Depr. Exp.-Furniture & 
Fixture 


Add these accounts: 
Acct. # Account Name Account Type 


39002 Membership Contributions Equity-doesn't close 


60000 Advertising Expense Expenses 
60400 Bank Service Charge Expenses 
70010 Meals-CES Expenses 
70020 Motel-CES Expenses 
70030 Fees-CES Expenses 
72520 Depr. Exp.-Comp Equip Expenses 


Read Me: How do | show my name on printouts? 
Follow these steps to add your name to the company name. 


1. From the menu bar, select Maintain; Company Information. The Maintain 
Company Information window appears. 

2. Type your first and last name after Norcross Computer Club. The Company 
Name field shows: Norcross Computer Club—Your first and last name. 


3. Click tame, 


Step 13: Back up. The suggested file name is Norcross Computer 
Club Chart of Accounts.ptb. 
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Step 14: Use the Norcross Computer Club Balance Sheet to record the 
chart of accounts beginning balances. 


Norcross Computer Club 
Balance Sheet 
January 1, 2011 


ASSETS 


Current Assets 


First Federal Bank 


Inventory-Computers/Schools 


Inventory-Office 


Total Current Assets $20,250.00 


Property and Equipment 


Furniture and Fixtures co Se 


Computer Equipment 


Total Property and Equipment 4,200.00 


Other Assets: Organization Costs ! 


Total Assets 
LIABILITIES 
Credit Card Payable 


Total Liabilities 


24,500.00 
Total Liabilities and Capital 


Step 15: Back up your data. The suggested file name is Norcross 
Computer Club Starting Balance Sheet.ptb. 


Step 16: The transaction register that follows provides you with the 
information necessary for Norcross Computer Club’s Cash 
Receipts Journal and Cash Disbursements Journal entries for 
January. The Norcross Computer Club issues checks and 
makes deposits to the First Federal Bank. 
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Norcross Computer Club 
Transaction Register 
Description of Transaction Deposit Balance 


a ated 

[eos [aon [once Suprise. ses |= ena 

rowenta [Meas-ces | oowo |) = rae 

[soos [arnt [eis renaices ‘| ewooo| —~|raeoa6 
as 
ree 


[zai Poepostiserinaressy |__| sooao | reavece 


Step 17: Additional journal entry. On January 31, a club member 
donated a computer system and printer to the club. The value 
of the computer and printer is $250. (Debit, Inventory - 
Computers/Schools; Credit, Membership Contributions. Use 
the General Journal for this entry) 


Step 18: Norcross Computer Club’s bank statement is shown on the 
next page. Complete the Account Reconciliation for the 
checking account. 


For each deposit shown on the transaction register, type the date of the transaction in the 
Deposit ticket ID field. For each check, use Banking; Write Checks. 
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Statement of Account Norcross Computer Club 
First Federal Bank 1911 E. Main Street, Suite 412 
Jan. 1 to Jan. 31, 2011 Account No. 913-389903 Norcross, GA 30092 


REGULAR CHECKING 


12/31/10 $ 18,250.00 
3,650.00 


2 Deposits(+) | 
Tohecks() | 


Service Charges (-) 


Ending Balance 1/31/11 


Step 19: Make a backup. The suggested file name is Norcross 
Computer Club January.ptb. 


Step 20: Export these reports to Excel: Chart of Accounts, Cash 
Receipts Journal, Cash Disbursements Journal, General 
Ledger Trial Balance, Balance Sheet, Income Statement, 
Statement of Cash Flow, Statement of Retained Earnings. Use 
the file name Norcross Computer Club_CofA_CRJ_CDJ_ 
GLTB_BS_IS_ SCF_SRE.xlsx. 


Your instructor may want to collect this project. A Checklist of Printouts is 
shown on the next page. 
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Checklist of Printouts, Project 3: Norcross Computer Club 
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|_| Account Register—FirstFederalBank 
| _|Cash Disbursements Journal 
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Statement of Retained Earnings 
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Student Name Date 


10. 


Anke 


di 


CHECK YOUR PROGRESS: PROJECT 3 
NORCROSS COMPUTER CLUB 


What are the total debit and credit balances on your 
general ledger trial balance? 


What is the total amount of checks outstanding? 

How much are the total expenses on January 31? 
How much are the total revenues on January 31? 
How much is the net income (net loss) on January 31? 


What is the account balance in the Membership 
Contributions account on January 31? 


What are the total assets on January 31? 


What is the ending retained earnings on 
January 31, 2011? 


What is the balance in the Credit Card Payable 
account on January 31? 


What is the balance in the Office Supplies Expense 
account on January 31? 


Is there an Increase or Decrease in cash for the 
month of January? 


Was any Credit Card Payable incurred during the 
month of January? (Circle your answer) YES NO 
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In Project 4, you complete the computer accounting cycle for RW 
Manufacturing. This company manufactures backpacks, sleeping bags, 
and tents. 

RW Manufacturing offers its customers a sales discount of 2% 15, Net 30 
days. Vendors offer RW Manufacturing a purchase discount of 1% 15, 
Net 30 days. 

Follow these steps to complete Project 4, RW Manufacturing. 

Step 1: Start Peachtree. 


Step 2: Make the selections to create a new company. 


Step 3: Type the following company information for RW Manufacturing: 


Company Name: RW Manufacturing (use your 
initials, then Manufacturing) 

Address Line 1: 13411 Hudson Drive 

City, State, Zip: Atlanta, GA 30001 

Country: USA 

Phone: 770-555-3434 

Fax: 770-555-3412 

Business Type: Corporation 

Federal Employer ID: 81-8505301 

State Employer ID: 23-4844312 

State Unemployment ID: 230207-7 

Web Site: www.atlanta.net/rwmftg 

E-mail: rwmftg@atlanta.net 


Step 4: Accept the default for Use a sample business type that closely 
matches your company. 
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Step 5: Scroll down the list. In the Detailed types list, select 
Manufacturing Company. (Hint: The Chart of Accounts has 
five-digit account numbers. ) 

Step 6: Accept the default for Accrual accounting. 

Step 7: Accept the default for Real Time posting. 

Step 8: Accept the default for 12 monthly accounting periods. 


Step 9: The Choose the first period of your fiscal year window 
appears. If necessary, select January 2011 as the year. 


Step 10: Atthe You are ready to create your company window, click 


[rnin] 


Step 11: When the Peachtree Setup Guide window appears, click on 
the box next to Don’t show this screen at startup to place a 
checkmark in it. Close the Setup Guide Window. 


Step 12: Change the accounting period to 01-Jan 01,2011 to Jan 
31,201 1—l a Period 1 - 01/01/11-01/31/11) 


General Ledger 
1. Delete the following accounts: 


10100 Cash on Hand 

10400 Savings Account 

10500 Special Account 

10600 Investments-Money Market 
15400 Leasehold Improvements 
16900 Land 

17300 Accum. Depreciation-Other 
17400 Accum. Depreciation-Leasehold 
24800 Other Current Liabilities 
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2. Change these account names: 


10200 Regular Checking Account to Clarkson Bank 

10300 Payroll Checking Account to Second St. Savings and Loan 

14000 Prepaid Expenses to Prepaid Insurance 

15100 Equipment to Computers & Equipment 

15200 Automobiles to Trucks/Autos 

17100 Accum. Depreciation - Equipment to Accum. Depreciation - 
Compé&Eq 

17200 Accum. Depreciation - Automobil to Accum. Depreciation - 
Trks/Aut 

23300 Deductions Payable to Medicare Employee Taxes Payabl 

23800 Local Payroll Taxes Payable to Medicare Employer Taxes 
Payabl 

24000 Other Taxes Payable to FICA Employee Taxes Payable 

24100 Employee Benefits Payable to FICA Employer Taxes 
Payable 

27000 Notes Payable-Noncurrent to Mortgage Payable 

40000 Sales #1 to Sales-Backpacks 

40200 Sales #2 to Sales-Sleeping Bags 

40400 Sales #3 to Sales-Tents 

72500 Penalties and Fines Exp to Employer FUTA Expense 

73000 Other Taxes to Employer SUTA Expense 


3. Add these accounts: 


Acct. ID Acct. Description Account Type 

12010 = _Inventory-Backpacks Inventory 

12020 _Inventory-Sleeping Bags Inventory 

12030 —_Inventory-Tents Inventory 

22000 #£Credit Card Payable Other Current Liabilities 
23650 Employee SUI Taxes Payable Other Current Liabilities 
23755 SUTA2 Payable Other Current Liabilities 
73200 Employer FICA Taxes Expense Expenses 

73050 SUTA2 Expense Expenses 

73300 Employer Medicare Expense Expenses 


4. Back up. The suggested file name is RW Mftg Chart of 
Accounts.ptb. 
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5. You purchased RW Manufacturing in December 2010. Use the 
Balance Sheet below to record the chart of account beginning 
balances. 


RW Manufacturing 
Balance Sheet 
January 1, 2011 


Inventory-Sleeping Bags 


Inventory-Tents 


Prepaid Insurance 


Total Current Assets a $134,102.10 
Furniture and Fixtures 2,500.00 


ae aeaee 
i ek ae oT 
eee: a eee sce 
eae | ae ea 
eet a rs 

ae See 


Total Liabilities and Stockholder's Equity 


6. Backup. The suggested filename is RW Mftg Starting Balance 
Sheet.ptb. 
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Accounts Payable 
1. Set up the following vendor defaults. 


Standard Terms: Due in number of days 


Net due in: 30 days 
Discount in: 15 days 
Discount % 1.00 
Credit Limit: 20,000.00 


GL Link Accounts: 


Expense Account: 12010 Inventory-Backpacks 
Discount GL Account: 59500 Purchase Discounts 


2. Set up the following vendors: 
Vendor ID: dd22 
Name: Denise Dalton Fabrics 
Contact: Denise Dalton 
Mailing Address: 4131 East 14th Street 
City, ST Zip: Hartford, CT 06108 
Vendor Type: slpg bgs 
1099 Type: Independent Contractor 


Expense Account: 


12020 Inventory-Sleeping Bags 


Telephone 1: 860-555-2488 

Fax: 860-555-0632 

E-mail: denise@ddfabrics.com 
Web Site: www.ddfabrics.com 


Purchase Info: 


Tax ID Number: 09-8384201 

Vendor ID: ep33 

Name: Eisen Products 
Contact: Dolores Eisen 

Mailing Address: 100 Sycamore Avenue 
City, ST Zip: Cleveland, OH 44192 
Vendor Type: tents 

1099 Type: Independent Contractor 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


Expense Account: 
Telephone 1: 
Fax: 

E-mail: 

Web Site: 


Purchase Info: 
Tax ID Number: 


Vendor ID: 
Name: 

Contact: 

Mailing Address: 
City, ST Zip: 
Vendor Type: 
1099 Type: 
Expense Accounting: 
Telephone 1: 
Fax: 

E-mail: 

Web Site: 


Purchase Info: 


Tax ID Number: 


Accounts Receivable 
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12030 Inventory-Tents 
216-555-1209 

216-555-1210 
dolores@eisenproducts.com 
www.eisenproducts.com 


38-2880081 


rk44 

RK Products 

Rose Kelly 

14000 Oakland Blvd. 
Trenton, NJ 07092 
backpack 

Independent Contractor 
12010 Inventory-Backpacks 
609-555-8920 
609-555-8922 
info@rkproducts.net 
www.rkproducts.net 


22-8314188 


. Set up the following customer default settings: 


Standard Terms: 
Net due in: 
Discount in: 
Discount %: 
Credit Limit: 


GL Sales Account: 
Discount GL Account: 


Due in number of days 
30 days 

15 days 

2.00 

$15,000.00 


40000 Sales-Backpacks 
49000 Sales Discounts 
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Customer ID: 
Name: 

Billing Address: 
City, ST Zip: 


Customer Type: 


Telephone 1: 
Fax: 

E-mail: 

Web Site: 
Contacts: 
Contact name: 


Sales Info: 


G/L Sales Acct: 


Resale Number: 


Customer ID: 
Name: 

Billing Address: 
City, ST Zip: 


Customer Type: 


Telephone 1: 
Fax: 

E-mail: 

Web Site 
Contacts: 
Contact name: 


Sales Info: 


G/L Sales Acct: 


Resale Number: 
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2. Enter the following customer records: 


001BOS 

Barson’s Outdoor Suppliers 
1320 Haverford Avenue 
Gainesville, FL 32650 

FL (for Florida) 
352-555-9211 
352-555-6012 
info@barsonoutdoor.biz 
www.barsonoutdoor.biz 


Victor Barson 


40000, Sales-Backpacks 
3712440-2 


002SCS 

Sandra’s Camping Store 
1900 West School Street 
Atlanta, GA 30303 

GA (for Georgia) 
404-555-2390 
404-555-1281 
sandra@campingstore.biz 
www.campingstore.biz 


Sandra Caron 


40200, Sales-Sleeping Bags 
3991293-8 
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Customer ID: OO3WST 

Name: West’s Store 

Billing Address: 18053 Mill Avenue 
City, ST Zip: Cincinnati, OH 45227 
Customer Type: OH (for Ohio) 
Telephone 1: 513-555-8311 

Fax: 513-555-9133 
E-mail: james@weststore.com 
Web Site: www.weststore.com 
Contacts: 

Contact name: James West 

Sales Info: 


G/L Sales Acct: 40400, Sales-Tents 
Resale Number: 8917804-3 


Payroll 


1. Locate the directory for [Your Initials] Manufacturing by selecting 
Maintain; Company Information. Write down the Directory. 


2. Exit Peachtree. Before copying the TAXTABLE.DAT file, check with 
your instructor. Copy the TAXTABLE.DAT from the BCS folder to your 
company’s folder. (Hint: Refer to pages 592-596, Copying the 
TAXTABLE.DAT File and User-Maintained Payroll Tables. Payroll 
taxes can also be recorded manually.) 


3. Start Peachtree. Open [Your Initials] Manufacturing. If you copied the 
TAXTABLE.DAT file, check the User-Maintained Payroll Formulas 
window. Payroll formulas for Georgia appear. On the Payroll Setup 
Wizard's Pay Types window, enter the following Regular Pay account. 
(Refer to Payroll Setup Wizard, pages 597-601.) 
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Hourly - Regular: 51000 Direct Labor Costs 
Salary - Salary: 77000 Salaries Expense 


The Pay Types window is shown below. Make the selections shown. 


& Payroll Setup Wiz 


SNORE SAENGER 


Pay Types 


: Enter the pay types {types of compensation offered to employees} and GL accounts you want to 

Payroll Options use to pay both hourly and salaried employees. 

Company Information y) You can change the names and GL accounts of the pay types already listed below, You can 
, also change the GL account for individual employees later. 


Pay Type GL Account Number 
51000 - Direct Labor Costs 
: ___ 77500 - Wages Expense 


GL Account Number 
77000 - Salaries Expense 


| (Save for Later | 


Refer to page 601 to complete the Payroll setup wizard. 


4. Refer to pages 602-604 for entering employee and employer default 
information. Enter the following employee accounts. 


For Fed_Income, accept the default for Account No. 23400, Federal 
Payroll Taxes Payable. 


Soc_Sec, Account No. 24000, FICA Employee Taxes Payable 


MEDICARE, Account No. 23300, Medicare Employee Taxes Payable 
St_Income, Account No. 23600, State Payroll Taxes Payable 
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5. Use the Company Fields shown below. 
Liability column Expense column 


Soc_Sec_C 24100, FICA Employer 73200, Employer 
Taxes Payable FICA Taxes Expense 


Medicare_C 23800 Medicare Employer 73300, Employer 


Taxes Payable Medicare Expense 
Fed Unemp_C 23500, FUTA Tax 72500, Employer 

Payable FUTA Expense 
St_Unemp_C 23700, SUTA Payable 73000, Employer 


SUTA Expense 


St2_Unemp_C 23755, SUTA2 Payable 73050, SUTA2 
Expense 


6. Refer to pages 604-608 to complete the payroll setup wizard. 
a. Compare your Assign Tax Fields for W-2s to page 606. 
b. Compare your Assign Company-Paid Tax Fields to page 607. 
c. Compare Employee-Paid Sate Taxes to page 607. 


7. Add the following employee. 


Employee ID: EK40 

Name: Elaine Knapp 

Accept the default for Employee 

Address: 813 North 75th Street 
City, ST Zip: Atlanta, GA 30032 
E-mail: elaine@mail.net 
Home phone: 770-555-5133 

Social Security #: 000-02-0023 

Type: FUEL 

Pay Info: 


Salary, $1,000. Ms. Knapp is paid monthly. 
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Withholding Info: 

Filing Status: Single for Federal, State, and Local 
Allow: 1 for Federal, State and Local 
Employee ID: JS50 

Name: Joan Segretti 

Accept the default for Employee 

Address: 414 Girard Street 

City, ST Zip: Atlanta, GA 30092 

E-mail: joan@mail.net 

Home phone: 770-555-8201 

Social Security #: 003-00-2130 

Type: FULE 


Pay Info: Hourly, $9.75 per hour; Overtime, $14.63. Ms. Segretti is 
paid weekly. 


Withholding Info: 

Filing Status: Married for Federal, State, and Local 

Allow: 2 for Federal, State (Married/Jointly) 
and Local 

Employee ID: LS60 

Name: Larry Smith 

Accept the default for Employee 

Address: 365 Peoria Blvd. 

City, ST Zip: Atlanta, GA 30393 

E-mail: larry@mail.net 

Home phone: 770-555-6878 

Social Security #: 200-00-0211 

Type: FULL 


Pay Info: Hourly, $9.75 per hour; Overtime, $14.63. Mr. Smith is paid 
weekly. 
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Withholding Info: 

Filing Status: Married for Federal, State, and Local 

Allow: 2 for Federal, State (Married/Jointly), 
and Local 

Employee ID: OW70 

Name: Owen Worth 

Accept the default for Employee 

Address: 601 East Cedar Avenue 

City, ST Zip: Atlanta, GA 30093 

E-mail: owen@mail.net 

Home phone 770-555-2503 

Social Security #: 022-00-1200 

Type: FULL 


Pay Info: Hourly, $9.75 per hour; Overtime, $14.63. Mr. Worth is paid 
weekly. 


Withholding Info: 


Filing Status: Married for Federal, State, and Local 
Allow: 2 for Federal, State (Married/Jointly); 
and Local 
Inventory 


1. Make sure that FIFO is the default inventory costing method. 


2. Set up the following inventory items: 


Item ID: backpacks 

Description: backpacks 

Item Class: Stock item 

Description for Sales: backpacks 

Price Level 1: 150.00 

Last Unit Cost: 37.50 

Cost Method: FIFO 

GL Sales Acct: 40000 Sales-Backpacks 

GL Inventory Acct: 12010, Inventory-Backpacks 
GL Cost of Sales Acct: 50500, Raw Material Purchases 
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Item Tax Type: 

Item Type: 

Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


Beginning Balances: 


Quantity: 
Unit Cost: 
Total Cost: 


Item ID: 

Description: 

Item Class: 
Description for Sales: 
Price Level 1: 

Last Unit Cost: 

Cost Method: 

GL Sales Acct: 

GL Inventory Acct: 


GL Cost of Sales Acct: 


Item Tax Type: 

Item Type: 

Stocking U/M: 
Minimum Stock: 
Reorder Quantity: 
Preferred Vendor ID: 


Beginning Balances: 


Quantity: 
Last Unit Cost 
Total Cost: 


Item ID: 

Description: 

Item Class: 
Description for Sales: 
Price Level 1: 
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2 Exempt 
backpack 

each 

10 

5 

rk44, RK Products 


backpacks 


43.00 
SiO 


1612200 


sleeping bags 

sleeping bags 

Stock item 

sleeping bags 

105.00 

27.50 

FIFO 

40200, Sales-Sleeping Bags 
12020, Inventory-Sleeping Bags 
50500, Raw Material Purchases 
2 Exempt 

slpg bgs 

each 

10 

S 

dd22, Denise Dalton Fabrics 


sleeping bags 


64.00 
21250 


1,760.00 


tents 
tents 
Stock item 
tents 


175.00 
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Last Unit Cost: 47.85 

Cost Method: FIFO 

GL Sales Acct: 40400, Sales-Tents 

GL Inventory Acct: 12030, Inventory-Tents 

GL Cost of Sales Acct: 50500, Raw Material Purchases 


Item Tax Type: 2 Exempt 
Item Type: tents 
Stocking U/M: each 
Minimum Stock: 10 
Reorder Quantity: 5 
Preferred Vendor ID: ep33, Eisen Products 
Beginning Balances: tents 
Quantity: 56.00 
Unit Cost: 47.85 
Total Cost: 2,679.60 
Jobs 


1. Set up the following job records: 


Job ID: 
Description: 
For Customer: 
Start Date: 


Projected End Date: 


Job Type: 


Job ID: 
Description: 
For Customer: 
Start Date: 


Projected End Date: 


Job Type: 


Job ID: 
Description: 
For Customer: 
Start Date: 


Projected End Date: 


Job Type: 


13-221 
backpacks 
001BOS 
1/3/11 
12/31/11 
backpack 


14-331 
sleeping bags 
002SCS 
1/3/11 
123 


slpg bgs 


15-441 
tents 
OO3WST 
ASK 
12/31/11 
tents 
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2. Back up. Use RW Mftg Begin.ptb as the filename. 
3. Exit or continue. 

Journalize and post the following transactions: 
Date Description of Transaction 


01/07/11 Invoice No. 315 was received from Denise Dalton Fabrics for 
15 sleeping bags @ $27.50 each for a total of $412.50. Post 
invoice 315. 


01/07/11 Invoice No. 45 was received from RK Products for 20 
backpacks @ $37.50 each for a total of $750.00. Post invoice 
45. 


01/07/11 Invoice No. 800 was received from Eisen Products for 16 tents 
@ $47.85 each for a total of $765.60. Post invoice 800. 


01/07/11 Pay the factory employees for 40 hours of direct labor. Select 
Account No. 10300, Second St. Savings and Loan, as the 
Cash Account. In the Check Number field, type 101 for Ms. 
Segretti’s paycheck. The check numbers for Mr. Smith and Mr. 
Worth will be automatically completed. (Do not print the payroll 


checks.) Remember, click to complete the following: 


Check No. Employee Job Hours 
101 Joan Segretti 15-441 40 
102 Larry Smith 14-331 40 


103 Owen Worth 13-221 40 
Save 


Remember to click after each payroll entry. 


If you did not copy the TAXTABLE.DAT file, enter the payroll 
withholdings on the Payroll Entry window shown on the next 
page. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


756 Project 4: RW Manufacturing 


i§* Payroll Entry 


nom — = a 


List Booms Boe Event Repo 


RW Manufacturing = j 
E 5 sis Check Number: | 101 Cash Account 
Date: [jan 7, 2011 |e} [190° [Ss] 


Employee ID: | 3S50 Second St. Savings and Loan 


Cash Account Balance 


32,300.00 | 
Three Hundred Forty-One and 30/100 ia wai? = 


Pay to the Joan Seqrett Pay Period Ends 


Order of: 414 Girard Street Jan 7, 2011 
Atlanta, GA 30092 
Weeks in Pay Period 


Hours Worked 


01/11/11 Sold 20 backpacks on account to Barson’s Outdoor Suppliers 
for a total of $3,000.00, Job 13-221. In the Invoice # field, type 
101.' Post sales invoice 101. 


01/11/11 Sold 12 sleeping bags on account to Sandra’s Camping Store 
for a total of $1,260.00, Job 14-331. Post sales invoice 102. 


01/11/11 Sold 20 tents on account to West’s Store for a total of 
$3,500.00, Job 15-441. Post sales invoice 103. 


01/14/11 Pay the factory employees for 40 hours of direct labor. 
Remember to post each payroll entry. 


Since you are not printing sales invoices, it is necessary to complete this field. 
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Check No. Employee Job Hours 
104 Joan Segretti 15-441 40 
105 Larry Smith 14-331 40 
106 Owen Worth 13-221 40 


01/14/11 Issued Check No. 1001 to RK Products in payment of 
purchase Invoice No. 45. Select Account No. 10200, Clarkson 
Bank as the cash account. In the Check Number field, type 
1001. Do not print vendor checks. In the Discount Account 
field, make sure that Account No. 59500, Purchase Discounts 
is shown. Post Check No. 1001 in the amount of $742.50. 


01/14/11 Issued Check No. 1002 to Denise Dalton Fabrics in payment of 
purchase Invoice No. 315. Post Check No. 1002 in the amount 
of $408.37. 


01/14/11 Issued Check No. 1003 to Eisen Products in payment of 
purchase Invoice No. 800. Post Check No. 1003 in the amount 
of $757.94. 


01/18/11 Invoice No. 328 was received from Denise Dalton Fabrics for 
15 sleeping bags @ $27.50 each for a total of $412.50. Post 
invoice 328. 


01/18/11 Invoice No. 900 was received from Eisen Products for 20 tents 
@ $47.85 each for a total of $957.00. Post invoice 900. 


01/21/11 Pay the factory employees for 40 hours of direct labor. 
Remember to click on Save after each payroll check is 


recorded. 

Check No. Employee Job Hours 
107 Joan Segretti 15-441 40 
108 Larry Smith 14-331 40 
109 Owen Worth 13-221 40 
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01/25/11 


01/25/11 


01/25/11 


01/25/11 


01/25/11 


01/28/11 


01/28/11 


Received payment from Barson’s Outdoor Suppliers for 
sales invoice 101. Select Account No. 10200, Clarkson 
Bank, as the cash account. Use the date of the transaction 
in the Deposit ticket ID field. In the Reference field, type 
Inv. 101. Post this receipt in the amount of $2,940. 


Received payment from Sandra’s Camping Store for sales 
invoice 102. In the Reference field, type Inv. 102. Post this 
receipt in the amount of $1,234.80. 


Received payment from West's Store for sales invoice 103. 
In the Reference field, type Inv. 103. Post this receipt in the 
amount of $3,430. 


Sold 25 sleeping bags on account to Sandra’s Camping 
Store for a total of $2,625.00, Job 14-331. In the Invoice # 
field, type 104. Post sales invoice 104. 


Sold 21 tents on account to West’s Store for a total of 
$3,675.00, Job 15-441. Post sales invoice 105. 


Pay the factory employees for 40 hours of direct labor. 
Remember to click on Save after each payroll check is 
recorded. 


Check No. Employee Job Hours 
110 Joan Segretti 15-441 40 
111 Larry Smith 14-331 40 
112 Owen Worth 13-221 40 


Pay the salaried employee, Elaine Knapp. In the Salary 
Amounts table, make sure that account 77000, Salaries 
Expense, is shown in the Account column. If not, select that 
account. Post Check No. 113. 


If you did not copy the TAXTABLE.DAT file, enter the payroll 
withholdings shown on the next page. 
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i Payroll Entry __ 
Fle Edt GoTo Window Help 


RW Manufactur 
Check Number: | FR 


Jan 28, 2011 


Employee ID; | EKSG 


Cash Account Balance 


H fa + Ie 4 
Eight Hundred Fifty-Five and 58/100 ***** eae sheds : #5 ‘ z ! peices if 


Pay tothe Elaine Knapp | Pay Period Ends 
Order of: 813 North 75th Strest i Sore 


Jan 28, 2011 
atlanta, GA 30032 


Weeks in Pay Peried | 4 
e } od | 4 | 


Salary Amounts Taxes - Benefits - Liabilites 
Salary Fields Account Hame Account Amount 
oe : = 
- . ik 1,000.09 Fed Income 23400 ~48.75 | 


Soc_Sec ff i “62 00 

MEDICARE 

[st income 
Soc_Sec_C¢ 

f Medicare _C 

Fed_Unemp_C¢ 

St Unempic 


3000 e 
$t2_Unemp_C : 7305 G 


Add another pay type Gross Pay: 1,009.00 Change order of payroll fields 
DEY 


01/28/11 Issued Check No. 1004 to Clarkson Bank for $709.23 in 
payment of Mortgage Payable; split the mortgage payment 
between principal in the amount of $584.06, and interest in 
the amount of $125.17. In the Check Number field, type 
1004. (Use the Write Checks task and the split feature. 
Make sure that account 10200, Clarkson Bank, is selected 
as the Cash Account.) Post Check No. 1004. 


01/28/11 Issued Check No. 1005 to Second St. Savings and Loan for 
$800 in payment of Credit Card Payable. Post Check No. 
1005. 


01/29/11 Issued Check No. 1006 to the ATL Power Company for 
$204.75 in payment of utilities. (Debit Utilities Expense, 
Account No. 78000.) Post Check No. 1006. 
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01/29/11 Issued Check No. 1007 to SE Bell for $189.10 in payment of 
telephone bill. Post Check No. 1007. 


01/29/11 Received payment from West's Store for sales invoice 105. 
In the Reference field, type Inv. 105. Post this receipt in the 
amount of $3,601.50. 

Account Reconciliation 

1. Complete the bank reconciliation for Clarkson Bank and Second St. 

Savings and Loan. The January 31, 2011, bank statements are 


shown below and on the next page. 


Bank Statement: Clarkson Bank 


Statement of Account RW Manufacturing 

Clarkson Bank 13411 Hudson Drive 

31,2011 Account #31133 Atlanta, GA 30001 
REGULAR CHECKING 


c 
jad) 
a 
ey 
jad) 
= 
— 
(2) 
= 
sed) 
a 
= 
jad) 


[Previous Balance | 12/31/10_| $77,650.00{ | 
Bis a Ee ia i 
hi 92 al i Ce sees eee | 
ppervigsenarges -) | 1/31/11 | 2200) a |, ee 
[Ending Balance | 1/31/11__|_$86,92549[ | 
DEPOSITS 
See 617 RR ee 
a Sere 612 Rs erie Ga 
se 28/1 TE een pl F-8=i TS ~| 
ee | 20771 it-shte Deal 7a | 
ae ee EE ce 
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Bank Statement: Second St. Savings and Loan 


Statement of Account RW Manufacturing 
Second St. Savings and Loan 13411 Hudson Drive 
January | to January 31, 2011 Account #434-988743 Atlanta, GA 30001 


PAYROLL CHECKING 
32,300.00 


a | 


Previous Balance 12/31/10 


Deposits(+) 
9 Checks (-) 3,071.70 

20.00 
29,208.30 


DEPOSITS 


IWSH GAM 
1/31/11 


Service Charges (-) 


Ending Balance 


CHECKS (Asterisk * indicates break in check number sequence) 
1/12/11 
1/12/11 
vaieaiatal 


101 
102 
103 
104 
105 
106 
107 
108 


341.30 
341.30 
341.30 
1/19/11 
1/19/11 
1/19/11 


341.30 
341.30 
341.30 
1/26/11 
1/26/11 
1/26/11 109 341.30 


341.30 


341.30 


2. Back up. Use RW Mftg January.ptb as the file name. 


3. Export the following reports to Excel: General Ledger Trial Balance, 
Balance Sheet, Income Statement, Statement of Cash Flow, and 
Statement of Retained Earnings. Use the file name RW Mftg_GLTB_ 
BS_IS_SCF_SRE.xlsx. (Check with your instructor to see if he/she 
prefers additional reports exported to Excel.) 
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Your instructor may want to collect this project. A Checklist of Printouts is 
shown below. 


CHECKLIST OF PRINTOUTS, RW MANUFACTURING 
ae, Account Reconciliation Report: Clarkson Bank 
Account Reconciliation Report: Second St. Savings and Loan 


Account Register: Clarkson Bank 


- ]}w 


Account Register: Second St. Savings and Loan 


oa) 


General Ledger Trial Balance 
General Ledger 

7 | Balance Sheet 

Income Statement 

Statement of Cash Flow 

10 | Statement of Retained Earnings 


Customer Ledgers 


NO 


Vendor Ledgers 
Job Ledger 
Job Profitability Report 


= 


5 | Inventory Profitability Report 


Optional printouts, RW Manufacturing 
Customer List 
Vendor List 
Payroll Journal 


_— 


PS ee ee | 
& | w = NO 
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Student Name Date 


te 


AZ 


CHECK YOUR PROGRESS: PROJECT 4 
RW MANUFACTURING 


What are the total debit and credit balances on your 
General Ledger Trial Balance? 


What are the total assets on January 31? 


What is the balance in the Clarkson Bank 
account on January 31? 


What is the balance in the Second St. Savings and 
Loan account on January 31? 


What is Sandra’s Camping Store account balance 
on January 31? 


What are the direct labor costs on January 31? 


How many backpacks were sold during the month 
of January? 


How many sleeping bags were sold during the 
month of January? 


How many tents were sold during the month of 
January? 


What is the ending retained earnings amount on 
on January 31? 


What are the total expenses reported on January 31? 


Was any Accounts Payable incurred during the 
month of January? (Circle your answer) WES 


763 


NO 
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4A Student-Designed Project 


You have completed four projects: Sharon Albert, Accounting; Georgia 
Sports; Norcross Computer Club; and RW Manufacturing. In each 
project you completed the Computer Accounting Cycle for one month. 


It is the purpose of Project 4A, to have you write the next month's 
transactions for one of the four projects. You pick the project and 
complete the accounting cycle: Project 1, Sharon Albert, Accounting, a 
service business; Project 2, Georgia Sports, a merchandising business; 
Project 3, Norcross Computer Club, a nonprofit business; or Project 4, 
RW Manufacturing, a manufacturing business. At the end of your 
month's transactions, you are required to complete adjusting entries. 


Good luck! It is your turn to create the transactions for another month 
and complete the Computer Accounting Cycle. Remember to back up 
periodically. 
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Appendix 


Troubleshooting 


Appendix A, Troubleshooting, includes the following. 


Troubleshooting Installation, page 767 

Peachtree is registered but a window prompts me to register, pages 
767-768 

1628: Failed to Complete Installation, page 768 

Update Peachtree, pages 768-770 

Opening the Sample Companies, page 770 

Problem Backing Up to USB Drive or Other External Media, pages 
771-772 

Restoring Starting Data for the Sample Companies, page 733 
Payroll Entry, page 773 

Serial Number in Use, pages 773-774 

System Requirements Warning, page 774 

Deleting Peachtree, page 774 


Noy SS 


CHO 


Re See 


TROUBLESHOOTING INSTALLATION 


If you are having difficulty installing Peachtree 2011, do a search to 
check if a PCWXXx. ini file resides on your hard drive. 


Search and then delete these files: 


1. PCW150.ini (Peachtree 2008) 
2. PCW160.ini (Peachtree 2009) 
3. PCW170.ini (Peachtree 2010) 


Once the PCWXXx. ini file is deleted, try reinstalling Peachtree. 


PEACHTREE IS REGISTERED BUT WINDOW PROMPTS ME TO 
REGISTER 


Even though | have registered Peachtree, a window prompts me to 
register. 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


767 


768 Appendix A: Troubleshooting 


Peachtree 2011 uses one configuration file named Peachtree180. ini. 
Since the Peachtree files, data path, and registry settings are the same 
regardless of the version of Sage Peachtree being used, there is no 
longer a need to have separate configuration (ini) files for each version of 
Sage Peachtree. The configuration file is not located in the Windows 
directory, and cannot be accessed through Start and Run. 


Peachtree's knowledgebase answer ID 21654 at 


http://kb.sagesoftwareonline.com/cagi- 
bin/sagesoftwareonline.cfg/php/enduser/std_adp.php?p fagid=21654&p 
created=1190829736&p topview=1 includes specific steps for locating 
where your Peachtree data path is. 


Note: This article (Answer ID 21654) contains information about how to 
modify the registry. It is strongly recommend that you backup the registry 
before you modify it. You should perform these steps only if you are 
familiar with editing the Windows Registry. Please contact your IT 
Administrator for assistance if needed. 

1628: Failed to Complete Installation 

Go to Task Manager (Ctri+Alt+Del). Under the Processes tab if you see 
the file IDRIVER.exe in the list highlight it and click End Task or End 
Process. Close the Task Manager when done. 

Next, download and update the Windows Installer to the 4.5 version. 


1. Go online to http://support.microsoft.com/kb/942288. Run Windows 
Installer version 4.5. 


2. Restart your computer. 
3. Reinstall Peachtree 2011. 
UPDATE PEACHTREE 
Should | update Peachtree Complete Accounting 2011? Sage Software 


provides program Internet updates periodically. To ensure that you have 
the latest version of the software, periodically update. 
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What if | am using Peachtree with no issues? You may still want to 
update. Check with your instructor before you update the software. 
Each step below shows a way to check for Peachtree updates. 


1. When you start Peachtree, a Peachtree Online Update window 
appears. 


The last time you checked for Peachtree updates was 0 day/si ago. vould you 
like to connect to the Internet and check for updates now? 


IV Remind me to check for updates every | 30 dayis) 


2. Select J and the update process begins. 


3. You can also check for updates from the menu bar. Select Services; 


Check for Updates. Click Lix=i°S":J The website for Peachtree 
updates is www.peachtree.com/supportT raining/downloadsUpdates/. 


Link to Download Product Updates. 


wWe»rs 


>» Common Ssucs 


» Updates & Upgrades 


Upgrade Features 


> Buy Product Upgrades 


4. From the Service Release Updates list, link to Sage Peachtree 
Complete Accounting. As of this writing, 2011 Service Release 2 is 
available for Sage Peachtree Complete Accounting. 
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For more information about Peachtree updates, select Help; Peachtree 
Accounting Help, select the Index tab, type updates, double-click 
checking for Peachtree. The Check for Peachtree Updates help window 
appears. 


OPENING THE SAMPLE COMPANIES 


When selecting one of the sample companies __ Bellwether Garden 
Supply or Stone Arbor Landscaping the Explore a Sample Company 
Window does not show the OK, Close, or Help buttons. 


Explore a Sample Company 


No OK, 


Peachtree Accounting has two sample companies Close, or 
that you can explore. Help 


buttons. 


(© Bellwether Garden Supply 


This is a retail and service company that demonstrates 
Peachtree's inventory and job tracking capabilities. 


Press 
<Enter> to 
continue. 


C Stone Arbor Landscaping 


This is 6 service company that demonstrates Peachtree's 
Time and Billing festures 


Screen resolution affects how Peachtree's windows look. The 
recommended screen resolution is 1024X768 with small fonts. Page iv 
includes this recommended system requirement: 


e Atleast high color (16-bit) SVGA video; supports 1024x768 resolution 
with small fonts required. 


Higher screen resolution may be used. Higher resolution will not affect 
how the software functions, but the user interface might look different. 
For example, if you do not have an OK button, press <Enter> to start 
Bellwether Garden Supply or Stone Arbor Landscaping. 
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PROBLEM BACKING UP TO USB DRIVE OR OTHER EXTERNAL 
MEDIA 


When | back up to USB media (thumb or flash drive), this message 
appears. 


& Microsoft Windows 


| Peachtree Accounting for Windows has 


| stopped working 


Windows is checking for a solution to the problem... 


eS Cancel 


Then, this window appears: 


& Microsoft Windows 
| Peachtree Accounting for Windows has 
| stopped working 
| Aproblem caused the program to stop working correctly. 


Windows will close the program and notify you if a solution is 
|| available. 


Close program | 


Click [close program _| You are returned to the Windows desktop. 


Make a backup, using the Desktop as the destination. Then, copy the 
backup from your desktop to a USB drive. Follow the steps shown below 


to do that. aT 
== Company 
1. From the Navigation Bar, select ES eee J; Back up. 
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2. Click L_Bakue | 


3. In the Save in field, select Desktop. 


4. Inthe File name field, type the appropriate file name. (In the example 
on the next page Chapter 3 is shown.) 
‘» Save Backup for Samantha's Service 


Save in: | ME Desktop . 


File name [Chapter ara Save 
Save as type [Peachtee Backup ("ptb ~| Cancel 


Help 
5. Click [save] 


6. When This Company backup will require approximately X.XXMB 
window appears (substitute correct number for Xs.), click 


ae aes | When the Back Up Company scale is 100% complete, 
you have successful backed up. Minimize Peachtree to go to your 
desktop. The Chapter 3.ptb file is shown on the Windows desktop. 
7. Right click on the Chapter 3.ptb file; left-click Copy. 
8. Right click on the Start button; left-click Explore. 


9. Go to your USB drive location. Right-click on the USB drive; left-click 
Paste. 
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RESTORING STARTING DATA FOR THE SAMPLE COMPANIES: 
BELLWETHER GARDEN SUPPLY AND STONE ARBOR 
LANDSCAPING 


To start the sample companies from the beginning (before any data was 
added), restore these files: 


1. In Chapter 1, on pages 19-23, you backed up Bellwether Garden 
Supply. This back up was made before any data was added. Restore 
the bgs.ptb file. Refer to Using Peachtree’s Restore Wizard on 
pages 28-32 for detailed steps. Once the bgs.ptb file is restored you 
have starting (beginning) data for Bellwether Garden Supply. 


2. In Chapter 8, on pages 267-268, you backed up Stone Arbor 
Landscaping. Restore the Chapter 8.ptb file. 


PAYROLL ENTRY 


If you select the Payroll Entry window and a window appears asking you 
to register payroll, click on the Do not display this message again box. 
Then, click OK. 


Before processing payrall using the most current payroll formulas, you must enter 
your tax registration nurnber on the tax service registration windew. If you've 
already purchased one of 2010 payrall tax solutions for Peachtree. click on the 
"Register" button below te enter your tax registration number, 


To obtain a Peachiree tax registration number visit our web site at 
wer oeachtpe comeveqister — ar call 1-800-718-1592. 


To purchase one of the 2010 payrall tax solutions for Peachtree. call 
1-800-336-1420. 


To manually create and maintain payroll farrnulas go to File/Payrall 
Formulas/UserMaintained. 


_¥ Do notdisplay this message again, 


Register (oe DF Cancel | Help | 
Nciscraptumiutcumaneennnnt” cue 


SERIAL NUMBER IN USE; YOU CANNOT USE PEACHTREE 
BECAUSE IT HAS REACHED ITS MAXIMUM NUMBER OF USERS 


If you are receiving Serial Number in use, Another Peachtree user is 
using the same serial number, or Peachtree has reached its maximum 
number of users, do the following. 


1. If necessary, exit Peachtree. 
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2. Go to Task Manager by pressing the CTRL+ALT+DEL keys and on 
the Processes tab look for W3DBSMGR.EXE, click to highlight and 
choose End Task. The W3DBSMGR.EXE file is the Pervasive 
database which sometimes takes time to end. You may have exited 
Peachtree and then tried to start it before Pervasive stopped 
running. 


3. Restart Peachtree. 


SYSTEM REQUIREMENTS WARNING 


If a System Requirements window warns RAM is not large enough or 
processing speed is too slow, you may continue installation but 
Peachtree 2011 may run slower. 


The minimum requirements for Peachtree 2011 installation are 512 MB of 
RAM (for a single and multiple users) and 1 GHz processor speed. Refer 
to pages iii-v for System Requirements. Peachtree’s system configuration 
is also online at 


http://www.peachtree.com/productsServices/complete/system/. 


DELETING PEACHTREE 


Follow these steps to delete Peachtree Complete Accounting 2011. (Use 
similar steps to delete Peachtree 2010.) 


1. Insert the Peachtree CD. 


2. When the Welcome to Peachtree Accounting window appears, 
select Remove or Modify Peachtree Accounting. 


3. Select Peachtree Complete Accounting 2011. 


4. Select Remove. Follow the screen prompts to remove Peachtree. 


After removal, you may want to delete these folders: C:\Sage and 
C:\Program Files (x86)\Sage. Before removing the folders, backup data 
that you want to keep. Once the Sage folder is deleted, all company data 
files are removed. (Hint: In Windows Vista and XP, the Sage folder is 
within C:\Program Files. Refer to File Management, pages xvii-xviii.) 
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B Accounting Information 


Systems 


In Computer Accounting with Peachtree by Sage Complete Accounting 
2011, 15e, you learn about the relationship between Peachtree and 
fundamental accounting principles and procedures. Throughout the 
textbook, you are shown how the initial decisions for setting up a 
company, setting defaults, processing transactions, and generating 
reports relates to what is learned in other accounting courses. 


Another feature of the textbook explains how Peachtree’s user interface 
organizes and processes data. Peachtree is an example of an accounting 
information system. The following section defines accounting 
information systems (AIS) and their key components. 


ACCOUNTING INFORMATION SYSTEMS 


An accounting information system is the method of recordkeeping a 
business uses to maintain its financial information. This includes 
purchases, sales, and other financial processes of the business. The 
purpose of AIS is to accumulate data and provide decision makers 
(investors, creditors, and managers) with information. 


Key characteristics of an accounting information system include providing 
timely accurate financial information to management and external users 
(creditors, investors, regulatory authorities, and taxation authorities). AlS 
software uses various modules to record data and produce reports. 
Users can easily produce financial statements or obtain information to 
manage the day-to-day activities of a business. This was previously a 
paper-based process but most businesses now use accounting software. 
In an electronic financial accounting system, the steps in the accounting 
cycle are built on the system itself. 


Accounting information systems not only record the financial transactions 
of a business but also combine the study and practice of accounting 
within the design, implementation, and monitoring of records. Such 
systems use information technology resources together with traditional 
accounting controls and methods to provide users the financial 
information necessary to manage their organizations. 
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The key components of an accounting information system are: 


Input. The input devices commonly associated with AIS include: 
standard personal computers or workstations, scanning devices for 
standardized data entry, electronic communication devices for electronic 
data interchange (EDI) and e-commerce. In addition, many financial 
systems come Web-enabled to allow devices to connect to the Internet 


Process. Basic processing is achieved through computer systems 
ranging from individual personal computers to large-scale enterprise 
servers. The underlying model is the double-entry accounting system 
initially introduced in Italy in the fifteenth century. 


Output. Output devices used include computer displays, printers, and 
electronic communication devices for electronic data exchange and e- 
commerce. The output content may encompass almost any type of 
financial reports from budgets and tax reports to multinational financial 
statements. 


ACCOUNTS PAYABLE SYSTEM: PEACHTREE AND QUICKBOOKS 


Peachtree and QuickBooks are two popular small business accounting 
software applications. To exemplify an accounting information system, 
let’s look at how these two software applications process accounts 
payable. 


Both software applications contain modules that reflect business 
processes. Typical business processes include sales, cash receipts, 
purchases, cash payments, and human resource functions such as 
payroll. 


Peachtree 


Peachtree includes a Navigation Bar and Navigation Centers which take 
you to various business process areas or system modules. Another way 
to go to Peachtree’s modules is to make selections from the menu bar. 
In order to show Peachtree’s accounts payable system, the Vendors & 
Purchases Navigation Center is shown on the next page. 
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Fie Edt (sts Maintain 


Vendors & Purchases 


2. | RSERTTEET ee _oreae 
», Customers & Sales 4 . ‘ i z ie 4 = 
sige Navigation Bar 
Vendors 4 accesses 
aaa a Navigation 
S| i: & 


Le 
Banking : Purchase and Expense CG e n te rs 


Orders 2 Tickets a 


ndors & Purchases 


Taventory & Services E 


<3 Employees & Payroll 


ae Company 


BF 4 an a ad 
Enter Electronic 
Bill Pay 


it 


Transactions : Credits and 
4 General Journal Entry i | (Returns a Reports Recently Used Vendor Reports Aged Payables 


0-30 

31-66 
Peachtree & 
Resource Center > ] 


When Vendors & Purchases is selected, the ws — 
Vendors & Purchases Navigation Center ra ae 


appears (also called the Navigation Center). A eer 

task diagram shows the flow of data through Oe 

the accounts payable system. Other areas on eudgets.. 

the Vendors & Purchases Navigation Center i women 
include the Vendors list, Recently Used Job Casts a es 
Vendor Reports, Aged Payables, and Fred Assets 2 
Peachtree solutions. This is all in Peachtree’s Crem Ans | nation 


Memonzed Transactions Ps Fe Tickets 


accounts payable system or accounts payable 
module. 


d ayrod ttn iS 
Another way to use the accounts payable es i ae 
system is to make selections from the menu Jobs... 


StatementAnvoices... 


bar. The Maintain menu is where defaults are 
set up. The Maintain menu includes a Vendors 
selection and a selection for Default Information, Vendors. 

The menu bar’s Tasks menu is also organized by module. For example, 
the accounts payable selections are in one area. The Tasks menu A/P 
area is shown on the next page. 


General Ledger... 
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Select for Purchase Orders... 


Purchase Orders... 
Purchases/Receive Inventory... 
Bills 


k 
Select for Payment Tasks menu 


| AJP area 
Payments... 


Write Checks... 
Transmit Electronic Payments... 


Vendor Credit Memos... 


The Reports & Forms menu includes an Accounts Payable selection. 
When the Select a Report or Form window appears, Accounts Payable: 
Vendors and Purchases selections are available. There are two tabs: 
Reports and Forms. The Forms tab allows you to select the appropriate 
accounts payable form. Notice that the Reports list includes each 
Peachtree module: Accounts Receivable, Accounts Payable, Payroll, 
General Ledger, Inventory, etc. 


®* Select a Report or Form 


P The Reports list is separated into 
modules. 


Accounts Receivable 
aad & accounts Payable: Vendors and Purchases 
= Accounts Payable 
BB 1099 Vendor Report 


1099 vendor information with transaction amounts 


” Payroll 
©, General Ledger 
__ Financial Statements 
4h Inventory 
(B Job Reports 
®2 Account Reconciliation 


(Gy Time/ Expense Reports 
~. Company Reports 


Aged Payables 


.) Cash Disbursements Journal 
5 Cash Requirements 
») Check Register 
) Electronic Payment Register 
|e) Items Purchased from Vendors 


{- Purchase Journal 


Purchase Order Journal 


Purchase Order Register 


=) Purchase Order Report 


|.) Vendor Ledgers 


Vendor List 


=) Vendor Management Detail 


Vendor Master File List 


= Vendor Transaction History 
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In addition, various system controls exist to ensure the accuracy and 
reliability of the data recorded. For example, preformatted screens 
facilitate the accuracy and completeness of data entry. Fields are 
restricted to either text or numeric data or a specific number of 
characters. Values are automatically calculated. The system prompts or 
requests the user to enter specific data and processing will not continue 
until the appropriate data is entered. Drop down lists or look-up tables 
allow the user to access master tables. 


Master tables are used to set and maintain constant data, i.e. defaults. 
When a user enters a specific identification code such as a vendor 
number, the system accesses the master table and automatically 
completes information about the vendor within the transaction window. 
From these examples, you can see how Peachtree’s accounts payable 
system is organized. Now let’s look at QuickBooks and you will see many 
similarities as well as differences between the two accounting information 
systems. 


QuickBooks 


QuickBooks’s home page shows Centers or areas; for example, Vendors, 
Customers, Employees, Company, Banking. If you compare this to 
Peachtree’s Navigation Bar you see a similar organization— 
QuickBooks’s Centers vs. Peachtree’s Navigation Bar and Navigation 
Centers. 


QuickBooks’s home page is shown on the next page. 
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wy re oe 
Se Secesreruch A RR tees 
Scenes 


© Getting Started & 


CD Quick Start Center 
OC) Get started right 


© Account falances 


6 Backup Status 


Dy Yor data s pertaly protected! 


Last Bacup 08/18/10 04:33: 16 


Bd) 


The QuickBooks Home page 
provides a big picture of how 
essential business tasks fit 
together. Tasks are organized 
into groups (Customers, 
Vendors, Employees, 
Company, and Banking) with 
workflow arrows to help you learn how tasks relate to each other, and 
help decide what to do next. When the Vendors button is selected, the 
Vendor Center appears. If the Customers button or Employees button is 
selected, their Centers appear. 


-ndors 
~ ‘- 


Vendor Center to view your vendor list 


{3 Ve 


Another way to access the accounts payable module is to make 
selections from QuickBooks’s icon bar or menu bar. For example, from 


> 


the icon bar, you can go to the Vendor Center by selecting LYsndor Center | 


The menu bar Reports selection also includes Vendors & Payables and 
Purchases reports. The Reports; Vendors & Payables selection is shown 
below. 
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inline Services Window Help 


(Reports ) 


Report Center Accounts 
Company Snapshot e, payable system 
Memorize Reports aes reports 
Process Multiple Reports 


shea ae sostoens 


Company A Financed a 
Customers & Receivables . 

| 

- ' 

(2 AP Aging Summary 

> = AP Aging Detail 

>  Yendor Balance Summary 
Employees & Payro!l * Vendor Balance Detail 
Banking + = Unpaid Bils Detail 
Accountant & Taxes + Accounts Payable Graph 
Budgets & Forecasts » Transaction ust by vender 
29 Poe ae 

ten insincere a 1099 Detail 

Custom Summary let ae Taxi ability 


Custom Transaction Detail Report 


ie Sales Tax Revenue Summary 1 


Nereion Shone List 


Transaction History Vendor Contact ust | 


Transaction Journal 


The Reports menu Purchases selection includes more accounts payable 
reports. 


S _ Purchases by Vendor Summary 
Inventory Purchases by Vendor Detail 
Employees & Payroll Purchases by Item Summary 
Benking Purchases by Item Detail 


Accountant & Taxes Open Purchase Orders 
Budgets &Forecasts : Open Purchase Orders Detail 
List Open Purchase Orders by Job 


Similarities and Differences 


To read about the similarities and differences between Peachtree and 
QuickBooks, visit these websites. 
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1. Peachtree: See how Peachtree compares to QuickBooks — 
http://www.peachtree.com/accountants/switch/. 


2. QuickBooks: Compare QuickBooks to Peachtree — 


http://quickbooks.intuit.com/qgb/components/landing pages/switch 
er_center/compchart.jsp 


The table below and on the next page summarizes some of the 
similarities and differences between the two accounting software 
applications. 


Features | Peachtree QuickBooks a 
Modules Navigation Bar | Centers 
Customers (A/R) Transaction windows Transaction window 
Vendors (A/P) include debit/credit fields dr./cr. defaults cannot 
Employees be changed 
Banking LIFO/FIFO, and average 
Inventory inventory Average inventory 
User-maintained payroll or | Intuit payroll add-on or 
third-party third-party 
4 
Journals GL: General Journal 
A/P: Purchase Journal and Transaction Journal 
Cash Payments Journal 
A/R: Sales Journal and 
Cash Receipts Journal 
Inventory: Cost of Goods 


Sold Journal; Inventory 
Adjustments Journal 


Payroll: Payroll Journal 
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Features Peachtree QuickBooks 


General Ledger 
Subsidiary Ledgers YES YES 


Financial Statements 


Audit Trail Audit Trail Report Audit Trail Report 
(shows time and date of (does not show time of 
entry) entry) 
Find Transactions Report NO 
Backup/Restore/ One file extension - .PTB - Backup extensions 
Open Company for backups/restore/open include .QBB, .QBM, 
company .QBA. Open company, 


-QBW extension 


Peachtree and QuickBooks are examples of accounting information 
systems that are used for small business accounting. Even though the 
user interface looks different, the processing of accounting data and the 
reports generated are similar. 


Accounting Software 


Accounting information systems use software applications like Peachtree 
and QuickBooks, as well as numerous other software programs, to 
process and manage business transactions. 

There are a lot of software packages for accounting. To look at some 
product comparisons, go online to http://accounting-software- 
review.toptenreviews.com/ which compares ten accounting software 
products. 


The major differences between accounting software products include the 
depth of processing, enhanced features and functions, and the size of 
the database. As the database gets larger, the depth of processing 
increases and more features and functions are available. As companies 
grow in size, their accounting software needs change. 
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Small 
companies to 


QuickBooks 


Peachtree 


Large 
companies 


Microsoft 
Dynamics GP 


Peachtree and QuickBooks are used by small companies. As the 
company grows to mid-size, Peachtree and Microsoft Dynamics GP can 
be used. Large companies use Microsoft Dynamics GP. 


No. of Employees 
1-50 employees 


| Company size 
| Small business 


| 
| 


| Medium-sized business | 50-500 employees 
Large business | 500+ employees 


You can see that accounting software addresses small, medium and 
large businesses. The high-end accounting software applications are 
generally referred to as enterprise resource planning (ERP) systems. 
ERP systems are designed to integrate all of the major functions of a 
business to promote efficient operations. ERP systems are usually 
company-wide software applications which manage and coordinate all 
the resources, information, and functions of a business from shared data 
sources. 
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Appendix 


Review of Accounting 
Principles 


Computer Accounting with Peachtree by Sage Complete Accounting 
2011, 15" Edition, is for students who are studying accounting or have 
used accounting in business. Some of you may have completed one or 
two semesters of accounting using Fundamental Accounting Principles, 
20e, Wild et al., McGraw-Hill/Irwin, ©2011, or another accounting 
textbook. Appendix C is a review of basic accounting principles and 
procedures. 


Accounting is concerned with how transactions and other economic 
events should be described and reported. The Computer Accounting 
Cycle is shown below. This series of steps (2 through 11) is repeated 
each month for a business's transactions. (Step 1, New Company Setup 
and the chart of accounts is completed when the business is created.) 


Peachtree Complete Accounting 


Computer Accounting Cycle 


ieee 
| 8. | Print the general ledger trial balance (adjusted). | 
| 9. | Printthe financial statements, 


Interpret accounting information. 
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In the service businesses featured in this book, you used the Cash 
Payments Journal and Cash Receipts Journal for business transactions. 
Then you post these transactions to the General Ledger. Ina 
merchandising business you use Peachtree's Accounts Payable system 
and Accounts Receivable system. Special journals are used in 
conjunction with the Accounts Payable and Accounts Receivable ledgers. 
The special journals include: Cash Receipts Journal, Sales Journal, Cash 
Disbursements Journal, and Purchase Journal. The General Ledger, 
Accounts Payable and Accounts Receivable systems are taught in Parts 
1, 2 and 3 of Computer Accounting with Peachtree by Sage Complete 
Accounting 2011, 15e. 


Standard accounting procedures are based on the double-entry system. 
This means that for each business transaction, one or more debits and 
one or more credits must be made in a journal and posted to the ledger. 
The debits must equal the credits. 


The double-entry accounting system is based on the following premise: 
each account has two sides—a debit (left) side and credit (right) side. This 
is stated in the accounting equation as: 


Assets = Liabilities + Owner's Equity 


Assets are the economic resources and other properties that a business 
owns. Asset accounts include: Cash, Accounts Receivable, Office 
Supplies, Equipment, Land, Buildings, etc. 


Liabilities are the business's debts. Liability accounts include: Accounts 
Payable, Loans Payable, Unearned Rent, etc. 


Equity is the difference between the organization’s assets and liabilities. 
Equity accounts for organizations that are sole proprietorships or 
partnerships include: Capital and Withdrawals. Equity accounts for 
organizations that are corporations include contributed capital accounts 
like common stock which represent external ownership and retained 
earnings and dividends accounts which represent internal ownership 
interests. Temporary equity-related accounts known as revenue and 
expense accounts recognize an organization’s income activities during 
the period. 


Since assets are on the left side of the accounting equation, the left side 
of the account increases. This is the usual balance, too; assets increase 
on the left side and have a debit balance. Liabilities and Equity accounts 
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are on the right side of the equation. Therefore, they increase on the 
right side and normally carry credit balances. 


Another way to show the accounting equation and double-entry is 


illustrated below. 
ASSETS 


LIABILITIES 


OWNER'S EQUITY 


EXPENSES REVENUES 


Each element of the accounting equation, Assets, Liabilities, and Equity, 
behaves similarly to their placement in the equation. Assets have debit 
balances; Liabilities have credit balances; Equities have credit balances; 
Expenses have debit balances because they decrease equity; and 
Revenues have credit balances because they increase equity. 


In computerized accounting it is important to number each account 
according to a system. This is called the Chart of Accounts. The Chart of 
Accounts is a listing of all the general ledger accounts. The Chart of 
Accounts identifies accounts with a number (five digits in Peachtree’s 
detailed chart; four digits in Peachtree’s simplified chart). The account 
number is shown in the Account ID column; the name of the account in 
the Account Description column; the next column shows whether account 
is Active; and the Account Type column classifies accounts for the 
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financial statements. On Peachtree’s chart of accounts, the Account Type 
column classifies accounts as cash, accounts receivable, inventory, fixed 
assets, accumulated depreciation accounts, liability accounts, etc. A 


partial chart of accounts is shown below. 


Filter Critena includes: Report order is by ID. Report is printed with Accounts having Zero Amounts and in Detail Format. 


Account! 


10000 
10200 
10300 
10700 
11000 
11400 
11500 
12000 
12010 
12020 
12030 
12050 
12100 
12150 
14000 
14100 
14200 
14300 
14700 
15000 
15100 
15200 
15300 
15500 
15600 
17000 
17100 
17200 
17500 
17600 
19000 
19100 
19150 
19200 
19900 
20000 
22000 
23000 
23100 
23200 
23300 
23400 
23500 
23600 
23650 
23700 
23755 
23800 
23900 
24000 
24100 
24200 
24400 


Account Description 


Petty Cash 

Clarkson Bank 

Second St. Savings and Loan 
Investments-Cert. of Deposit 
Accounts Receivable 

Other Receivables 

Allowance for Doubtful Account 
Raw Materials Inventory 
Inventory-Backpacks 
Inventory-Sleeping Bags 
Inventory-Tents 

Supplies Inventory 

Work in Progress inventory 
Finished Goods Inventory 
Prepaid Insurance 

Employee Advances 

Notes Receivable-Current 
Prepaid Interest 

Other Current Assets 

Fumiture and Fixtures 
Computers & Equipment 
Trucks/Autos 

Other Depreciabie Property 
Building 

Building Improvements 

Accum. Depreciation - Furnitur 
Accum. Depreciation - Comp&Eq 
Accum. Depreciation - Trks/Aut 
Accum. Depreciation - Building 
Accum. Depreciation - Bidg Imp 
Deposits 

Organization Costs 

Accum. Amortiz. - Org. Costs 
Note Receivable-Noncurrent 
Other Noncurrent Assets 
Accounts Payable 

Credit Card Payable 

Accrued Expenses 

Sales Tax Payable 

Wages Payable 

Medicare Employee Taxes Payab! 
Federal Payroll Taxes Payable 
FUTA Tax Payable 

State Payroll Taxes Payable 
Employee SU! Taxes Payable 
SUTA Payable 

SUTA2 Payable 

Medicare Employer Taxes Payabl 
Income Taxes Payable 

FICA Employee Taxes Payable 
FICA Employer Taxes Payable 
Current Portion Long-Term Debt 
Deposits from Customers 
Suspense-Clearing Account 
Mortgage Payable 

Deferred Revenue 

Other Long-Term Liabilities 
Commen Stock 

Paid-in Capital 

Retained Eamings 

Dividends Paid 
Saies-Backpacks 
Sales-Sieeping Bags 


RW Manufacturing 
Chart of Accounts 
As of Jan 31, 2011 


Active Account Type 


Accounts Receivabie 
Accounts Receivable 
Accounts Receivable 
Inventory 
Inventory 
Inventory 
inventory 
Inventory 
Inventory 
Inventory 

Other Current Assets 

dther Current Assets 
Dther Current Assets 
Other Current Assets 
Other Current Assets 
Fixed Assets 
Fixed Assets 
Fixed Assets 
Fixed Assets 
Fixed Assets 
Fixed Assets 
Accumulated Depreciation 
Accumulated Depreciation 
Accumulated Depreciation 
Accumulated Depreciation 
Accumulated Depreciation 
Other Assets 
Other Assets 
Other Assets 
Other Assets 

Other Assets 
Accounts Payable 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Other Current Liabilities 
Long Term Liabilities 
Long Term Liabilities 
Long Term Liabilities 
Equity-doesn't close 
Equity-doesn't close 
Equity-Retained Earnings 
Equity-gets closed 
income 
Income 
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Peachtree includes over 75 sample companies from which you can copy 
default information, including detailed and simplified Chart of Accounts 
examples. If you want to see which sample companies are included in 
Peachtree, select Help from the menu bar, then select Contents and 
Index. If necessary, select the Contents tab; then double-click Help about 
Your Specific Type of Business. Double -click on the A-Z List of 
Business Types. An alphabetic list of company types displays. Move 
your mouse to a company that you want to see and single click. To see 


the chart of accounts, click on Display a sample chart of accounts for this 


type of business. If you want a printout, click 


to select another business type; or click L “] on the title bar to close the 


Peachtree Help screen. 


Report information in the form of financial statements is important to 
accounting. The Balance Sheet reports the financial position of the 
business. It shows that assets are equal to liabilities plus equity—the 
accounting equation. The Income Statement shows the difference 
between revenue and expenses for a specified period of time (month, 
quarter, year). The Statement of Cash Flow reports the operating, 
financial, and investing activities for the period. 


Peachtree tracks income and expense data for an entire year. At the end 
of the year, all revenue and expense accounts are closed to equity. All 
you need to do is select Tasks, System, then Year-End Wizard. This 
step closes all revenue and expense accounts to equity. The income 
and expense accounts have zero balances and you are ready to start the 
next year. Peachtree includes 24 periods so it is possible to accumulate 
data for two years. 


In accounting you learn that asset, liability, and equity accounts are 
included on the balance sheet. Revenue (income) and expense accounts 
are placed on the Income Statement. The Cash Flow Statement shows 
the sources of cash coming into the business and the destination of the 
cash going out. 


The most important task you have is recording transactions into the 
appropriate accounts. Peachtree helps you by organizing the software 
into Business Status, Customers & Sales, Vendors & Purchases, 
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Inventory & Services, Employees & Payroll, Banking, and Company 
navigation centers. You record transactions into the right place using 
easy-to-complete forms. Once transactions are entered, the data is 
organized into journal entries, ledgers, reports, and analysis capabilities. 
Another important task is deciding how to enter transactions. Recording 
and categorizing business transactions will determine how Peachtree 
uses that information. For instance, observe that the chart of accounts for 
RW Manufacturing shows Account 10200 — Clarkson Bank, classified as 
the Account Type, Cash; Account No. 11000, Accounts Receivable, 
classified as Accounts Receivable. The Chart of Accounts Account Type 
column classifies the account for the financial statements—Assets, 
Liability, and Equity accounts go on the balance sheet; Income, Cost of 
Sales, and Expense accounts go on the Income Statement. 


As you work with Peachtree, you see how the accounts, recording of 
transactions, and reports work to provide your business with the 
information necessary for making informed decisions. 


Another important aspect of accounting is determining whether the basis 
for recording transactions is cash or accrual. In the cash basis method, 
revenues and expenses are recognized when cash changes hands. In 
other words, when the customer pays for their purchase, the transaction 
is recorded. When the expense is paid the transaction is recorded. 

In the accrual method of accounting, revenues and expenses are 
recognized when they occur. In other words, if the company purchases 
inventory from a vendor on April 1, the transaction is recorded on April 1. 
If inventory is sold on account on April 15, the transaction is done on April 
15 not when cash is received. Accrual basis accounting is seen as more 
accurate because assets, liabilities, income, and expenses are recorded 
when they actually happen. 


The charts on the next two pages summarize Appendix C, Review of 
Accounting Principles. 
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Appendix 


D Glossary 


Appendix D lists a glossary of terms used in Computer Accounting with 
Peachtree by Sage Complete Accounting 2011, 1 5" Edition. Appendix D 
is also included on the textbook website at www.mhhe.com/yacht2011, 
link to Student Edition, then select Glossary. 


accounting equation 


accounting information systems 
(AIS) 


accounts payable 


accounts payable ledger 


accounts payable module 


The accounting equation is stated 
as assets = liabilities + owner's 
equity. (p. 786) 


The method of recordkeeping a 
business uses to maintain its 
financial information. This includes 
purchases, sales, and other 
financial processes. Accounting 
information systems use information 
technology resources together with 
traditional accounting controls and 
methods to provide users the 
financial information necessary to 
manage their organizations. 
(De773) 


The money a company owes to a 
supplier or vendor. (p. 436) 


Shows the account activity for each 
vendor. (p. 463) 


The Vendors & Purchases 
Navigation Center includes Vendors 
& Purchases Tasks and its 
accompanying workflow diagram, 
Vendors, Recently Used Vendor 
Reports, Aged Payables, and 
Peachtree Solutions. (p. 60). 
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accounts payable system 


accounts payable transactions 


accounts receivable 


accounts receivable ledger 


accounts receivable module 


accounts receivable system 


Keeps track of the amount owed and 
the due dates of bills. In order to have 
the cash needed to pay bills, knowing 
why bills are due. The accounts 
payable system provides the 
summary information needed for the 
entry that credits Accounts Payable 
and debits the various asset and 
expense accounts that vendor 
invoices represent. (p. 60) 


Purchases of merchandise for resale, 
assets, or expenses incurred on 
credit from vendors. (p. 435) 


Accounts receivable represents 
amounts owed by customers for 
items or services sold to them when 
cash is not received at the time of 
sale. (p. 503) 


Shows the account activity for each 
customer. (p. 517) 


The Customers & Sales Navigation 
center shows the accounts receivable 
system. There are also individual 
tabs for Customers and Sales and 
Customer Management. (p. 103) 


A summary of customer information, 
includes access to recently used 
customer reports, an overview of the 
company’s aged receivables, lists of 
information regarding transactions, 
customer history, invoices, receipts, 
and finance charges. See accounts 
receivable module. (p. 103) 
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accounts receivable transactions Credit transactions from customers. 


activity items 


ASCIl 


assets 


audit trail 


average cost 


backing up 


balance sheet 


bank reconciliation 


(p. 503) 


An item class for time and billing. 
(p. 260) 


An acronym for American Standard 
Code for Information Interchange. A 
standard format for representing 
characters on a computer. Most 
word processing, spreadsheet, and 
database programs can read ASCII 
files. (p. 698) 


The economic resources and other 
properties that a business owns. 
(p. 786) 


The path from the source document 
to the accounts. (p. 197) 


A method of computing inventory. 
(See weighted-average method.) 
(p. 468) 


A copy of a data file typically stored 
on the hard drive or external media. 


(p. 20) 


Lists the types and amounts of 
assets, liabilities, and equity as of a 
specific date. (p. 305) 


The process of bringing the balance 
of the bank statement and the 
balance of the cash account into 
agreement. (p. 343) 
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batch posting Journal entries are held in temporary 
storage on your disk and not made part 
of the permanent records of the 
company until you decide you are 
satisfied with them and select Post from 
the icon bar. After you post, the General 
Ledger and all other accounting reports 
are updated. (p. 123) 


business status The Business Status Navigation Center 
displays a variety of general business 
information, including account balances, 
revenue figures, receivables and 
payables data, and action items. Like a 
car's dashboard it tells you what you 
need to know in one place. (See 
dashboard.) (p. 6) 


case sensitive Refers to the use of lowercase and 
uppercase letters. When coding a 
customer or vendor, you must use either 
a Capital or lowercase letter. For 
example, a vendor code that is A002 will 
not be recognized if a002 is typed. 


(p. 74) 


cash disbursements journal All payments of cash are recorded in the 
cash disbursements journal. In 
Peachtree, the Payments task is the 
cash disbursements journal. (p. 469) 


cash receipts journal In Peachtree the receipts task posts to 
the cash receipts journal. (p. 516) 


charge items An item class for time and billing. 
(p. 260) 
chart of accounts A list of all the accounts used by a 


company, showing the identifying 
number assigned to each account. PCA 
has over 70 sample charts of accounts. 
(p. 18) 
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comma separated values 
values (CSV) 


credit memos 


customer ledgers 


dashboard 


database 


default 


desktop 
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A combination of letters and numbers that 
are used to identify customers and vendors. 
The coding system is case sensitive, for 
example, A002 is not the same as a002. 
(See case sensitive.) (p. 73) 


Files that are commonly used for trans- 
ferring data between applications. (p. 697) 


Refunds for merchandise that is returned by 
a customer. Also known as a credit invoice. 
(Die 139) 


Customer Ledgers lists customers with 
detail transaction information including 
outstanding balances for each customer. 
The bottom of the report provides debit, 
credit, and balance totals. (p. 133) 


The Business Status Navigation Center 
shows you in one place what you need to 
know about the business—data relating to 
account balances, who owes you what and 
what bills need to be paid, who your most 
profitable customers are, etc. (See business 
status) (p. 6). 


An organized body of related information. A 
database is a structured collection of 
records or data that is stored in a computer 
system. The structure is achieved by 
organizing the data. (p. 442) 


Information that displays in windows or 
information that is automatically used by the 
system. You can change the default by 
choosing another command. (p. 35) 


Depending on how your computer is set up, 
various icons appear on your desktop when 
you start Windows. (p. 7) 
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dialog box 


drill down 


drop-down list 


ellipsis (...) 


employees and payroll 
system 


enterprise resource planning 
(ERP) 


A window that appears when the 
system requires further information. 
You type information into dialog boxes 
to communicate with the program. 
Some dialog boxes display warnings 
and messages. (p. 33) 


The function that allows you to follow a 
path to its origin for further analysis. 
Some of the data that appears in the 
Peachtree Navigation Centers can be 
drilled down on. These spots are 
marked by blue text; just click to go to a 
related window displaying detailed 
information. You can also use drill 
down from reports. (p. 85) 


The down arrow means that the field 
contains a list of information from which 
you can make a selection. When you 
click on the arrow next to a field, the list 
appears. You can press <Enter> or 
click your mouse on an item to select it 
from the list. (p. 11) 


A punctuation mark consisting of three 
successive periods (...). Choosing a 
menu item with an ellipsis opens a 
dialog box. See glossary item, dialog 
box. (p. 33) 


The payroll system includes employee 
information and earnings. (p. 146) 


ERP systems are company-wide 
software products that manage and 
coordinate all the resources, 
information, and functions of a 
business from shared data sources. 
ERP systems are used by large 
companies. (p. 784) 
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exemptions 


expense tickets 


exporting 


external media 


FICA taxes 


fields 


FIFO 


files 


filter 
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The difference between the assets and 
liabilities or what the business has left after 
the debts are paid. (p. 786) 


These are withholding allowances claimed 
by the employee. The number of 
exemptions or withholding allowances 
usually includes one for the employee, one 
for the employee's spouse, and one for each 
dependent. (p. 587) 


Used to track and aid in the recovery of 
customer-related expenses. (p. 258) 


Copies Peachtree data into a format that 
other programs can read and use. (p. 695) 


Examples of external media include floppy 
disks; CD-R; DVD-R; USB flash drive; Zip 
disks. External media of this type can be 
used for backing up Peachtree data. (p. 20) 


This deduction from wages is also called the 
social security tax and provides qualified 
workers who retire at age 62 or older with 
monthly payments from the federal 
government. A portion of this tax is for 
Medicare. (See Medicare.) (p. 587) 


An individual piece of data, for example, the 
account number for sales or a customer's 
name. (p. 696) 


First in, first out method of inventory 
assumes that the items in the beginning 
inventory are sold first. (p. 555) 


A group of related records; for example, 
customer files and journal files. (p. 696) 


Filtering allows you to select specific types 
of activities and events. (p. 10) 
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general ledger system 
or module (GL) 


global options 


graphical user interface 
(GUI) 


home page 


HTML 


icons 


icon bar 


The complete collection of accounts (chart 
of accounts) of a company, transactions 
associated with these accounts, and 
account balances for a specified period of 
time. The GL is the combination of all 
journal entries that have been recorded and 
posted. The account balances are then 
collected and shown on the company’s 
financial statements. (p. 18; 365) 


Settings that affect the entire program. 
When you set global options for one 
company, you set them for all companies. 
You can access these settings from the 
Options menu. (p. 15) 


Consists of procedures which enable 

you to interact with PCA. The key is the 
Windows environment: the menus, dialog 
boxes, and list boxes. A mouse simplifies 
use of the GUI, but it is not required. (p. 1) 


The Business Status page is also Known as 
the home page. (p. 13) 


HTML is an abbreviation for Hypertext 
Markup Language. Peachtree’s Help topics 
are displayed in HTML. (p. 172) 


Small graphic symbols that represent an 
application or command. Icons appear on 
the screen when Windows programs are 
used: file folder, eraser, clock, hour-glass, 
eten(pet} 


The icon bar shows pictures of commands 
or additional information that pertain to the 
window. (p. 9) 
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The input devices commonly associated with AlS 
include: standard personal computers or 
workstations, scanning devices for, electronic 
communication devices for electronic data 
interchange (EDI) and e-commerce. In addition, 
many financial systems come Web-enabled to 
allow devices to connect to the World Wide Web. 
(p. 776) 


An integrated system of people, processes, and 
procedures that minimize or eliminate business 

risks, protect assets, ensure reliable accounting, 
and promote efficient operations. (197) 


Peachtree’s Inventory & Services Navigation 
Center shows Peachtree’s inventory system, 
another module within the software. The Inventory 
& Services page displays information and access 
points related to the company's inventory items, 
includes a summary of item information, access to 
recently used inventory reports, a graphic analysis 
of how the cost of sales is trending, shows the flow 
of inventory-related tasks, and takes you where 
you need to go to perform those tasks. (p. 185) 


Translates data from other programs into a format 
that Peachtree can use. (p. 695) 


A global system of interconnected computer 
networks that use the standardized Internet 
Protocol Suite (TCP/IP), serving billions of users 
worldwide. It is a network of networks that consists 
of millions of private and public, academic, 
business, and government networks of local to 
global scope that are linked by copper wires, fiber- 
optic cables, wireless connections, and other 
technologies. The Internet carries a vast array of 
information resources and services, most notably 
the inter-linked hypertext documents of the World 
Wide Web (WWW) and the infrastructure to 
support electronic mail. (p. 49) 
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invoice 


job costing 


liabilities 


LIFO 


line items 


masking 


Medicare 


merchandise inventory 


merchandising business 


module 


A bill that shows an itemized list of goods 
shipped or services rendered, stating 
quantities, prices, fees, and shipping 
charges. (p. 504) 


The job costing feature allows you to track 
the cost incurred while performing a job. 
(p. 213) 


The business’ debts. (p. 786) 


Last in, first out method of inventory 
assumes that the last goods received are 
sold first. (p. 555) 


These rows appear on many of Peachtree’s 
windows. On color monitors, a magenta line 
is placed around the row you select. (p. 10) 


The ability to limit information on the report 
to a single division, department, location, or 
type code. Financial statements can be 
departmentalized. See wildcards (p. 241) 


A portion of FICA taxes (also called social 
security taxes) deducted from wages of 
qualified workers. Retirees receive medical 
benefits called Medicare after reaching age 
65. (p. 588) 


Includes all goods owned by the business 
and held for resale. (p. 555) 


Retail stores that resell goods and/or 
perform services. (p. 555) 


Modules organize Peachtree’s transaction 
windows and reports. The menu bar 
selections, Tasks and Reports & Forms, are 
also organized by module; for example, 
Accounts Receivable, Accounts Payable, 
General Ledger, etc. (p.18) 
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mouse 


navigation bar 


navigation centers 


net income 


net loss 


option button 


output 


payroll journal 
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A pointing device that is used to interact with 
images on the screen. The left mouse button is 
used in PCA. (p. 1) 


The navigation bar appears on the left side of the 
Peachtree main window and offers access to 
seven navigation centers: Business Status; 
Customers & Sales; Vendors & Purchases; 
Inventory & Services; Employees & Payroll; 
Banking; and Company. Also called a dashboard. 


(p. 17) 


Each navigation bar selection takes you to the 
navigation center pages, which provide 
information and access to the Peachtree 
program. (p. 17) 


A net income results when revenues exceed 
expenses. (p. 233) 


A net loss results when expenses exceed 
revenues. (p. 233) 


Circles in dialog boxes which toggle options on 
and off. Options signal an either or choice. For 
example, there are two option buttons on the 
Maintain Employees dialog box: Salary or Hourly 
pay. You select one or the other; you cannot 
select both. (p. 41) 


Output devices used include computer displays, 
impact and nonimpact printers, and electronic 
communication devices for electronic data 
exchange and e-commerce. (p. 776) 


The Payroll Entry window is also the payroll 
journal. The Payroll Entry window posts to the 
General Ledger and to the Employee file. 
(pe6tZ) 
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payroll system 


PCA 


perpetual inventory 


posting 


process 


purchase discount 


purchase journal 


Peachtree’s Employees & Payroll Navigation 
Center displays information and access points 
related to the company's employees. It includes a 
summary of employee information including 1099 
vendors, and access to recently used employee 
reports. There is also a section called Peachtree 
Solutions, with links to information about their- 
party features such as checks and forms. 

(p. 146) 


Abbreviation for Peachtree Complete Accounting. 
(p. 1) 


In a perpetual inventory system, an up-to-date 
record of inventory is maintained and the 
inventory account is revised each time a 
purchase or sale is made. (p. 171) 


The process of transferring information from the 
journal to the ledger. (p. 277) 


Basic processing is achieved through computer 
systems ranging from individual personal 
computers to large-scale enterprise servers. The 
underlying processing model is the double-entry 
accounting system initially introduced in the 
fifteenth century. (p. 776) 


Cash discounts from vendors in return for early 
payment of an invoice, for example, 2% 10 days, 
net 30. (p. 57) 


In the Purchase Journal, or Purchases/Receive 
Inventory window, you can enter invoices 
received from vendors or enter and print 
purchase orders. In manual accounting, a 
Purchase Journal is a multi-columnar journal in 
which all purchases on account are recorded. 
(p. 462) 
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radio button 


real-time posting 
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restore 


sales discount 
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A purchase order is used to request items from a 
vendor. Purchase Orders, abbreviated PO, 
authorize the vendor to ship the ordered 
merchandise at the stated price and terms. When 
the Apply to Purchase Order tab is selected on 
the Purchases/Receive Inventory window and the 
transaction is posted, accounting information 
(inventory, accounts payable subsidiary ledger, 
general ledger) is updated. (p. 62) 


A list of files waiting to be printed (p. 37) 


Commands that can be turned on from a list of 
choices in a dialog box or window. (p. 41) 


Journal transactions are posted to the General 
Ledger at the time they are entered and saved. 
Peachtree Software recommends real-time 
posting for networked computers. (p. 123). 


A group of fields that contain information on one 
subject, for example, the general journal, 
purchase journal, cash disbursements journal, 
sales journal, or cash receipts journal. (p. 696) 


Previously backed up data can be restored or 
retrieved from the Company page; or, from the 
menu bar by selecting File, Restore selection. 
(p. 20) 


A cash discount that is offered to customers for 
early payment of their sales invoices. For 
example, Bellwether Garden Supply offers 
Teesdale Real Estate a 5% discount for 
payments received within 15 days of the invoice 
date. In PCA the discount period (number of 
days) and discount percentage can be changed. 
(p. 114) 
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sales journal 


sales order 


service invoice 


service release 


shortcut keys 


source documents 


statement of 
financial position 


tabs 


taskbar 


The Sales/Invoicing task in Peachtree is the sales 
journal. (p. 516) 


A document containing a list of items or services 
that a customer wants to buy. A sales order is a 
request for a sale. (p. 101) 


An alternative to the standard invoice. Use it 
when you want to create an invoice without 
inventory items. (p. 524) 


Peachtree updates are identified as Service 
Release numbers; for example SR-2. (p. xx) 


Enable you to perform some operations by 
pressing two or more keys at the same time. For 
example <Alt> + <F4> closes an application 
window. (p. 4) 


Written evidence of a business transaction. 
Examples of source documents are sales 
invoices, purchase invoices, transaction register, 
and a bank statement. (p. 329) 


Another name for a balance sheet. (See balance 
sheet.) (p. 305). 


There are various tabs shown on Peachtree’s 
windows. For example, in the Maintain 
Customers/Prospects window there are tabs for 
General, Sales Defaults, Payment Defaults, 
Custom Fields, and History. You can select one 
of these tabs to open a window so that more 
information will display about a customer. (p. 11) 


In Windows 7/Vista/XP, the Start button and 
taskbar are located at the bottom of your screen. 
(p. 8) 
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template 


time tickets 


title bar 


touchpad 


transaction register 


unearned revenue 


user interface 


user-maintained payroll 
tables 


vendor credit memos 


vendor ledger 


vendors 
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A document pattern or part of a document 
that you keep stored so that it can be used 
again. (p. 715) 


Used to record time-based activities such as 
research or consultations. A record of 
activities of either a vendor or an employee. 
(p. 258) 


The top line of every window is a bar which 
contains the name of the application or 
menu in that window. (p. 7) 


A touchpad pointing device usually consists 
of two mouse-like buttons and one scroll 
button. It is used to control the movement of 
the cursor. (p. 1) 


A term used to identify checking account 
activity. (p. 329) 


A liability account used to report advance 
collections from customers. (p. 390) 


The user interface is also called the 
graphical user interface. Refer to glossary 
term, graphical user interface. (p. 1) 


Payroll formulas that are entered manually. 
(p. 592) 


Returns to vendors. (p. 85) 


Shows the account activity for each vendor. 
(p. 463) 


In PCA, this term refers to businesses that 
offer credit for merchandise or assets 
purchased or expenses incurred. (p. 435) 
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W-2 forms Annual report of an employee's wages 
subject to FICA and federal income tax 
that shows withholding amounts. (p. 588) 


weighted-average method This method of inventory pricing divides 
the cost of the inventory purchased by the 
quantity of merchandise purchased. This 
unit cost is multiplied by the ending 
inventory. (p. 468) 


wildcard Reports can be filtered using wildcard 
characters. In Peachtree, a valid wildcard 
character is an asterisk (*). (See making.) 
(p. 241) 


WIMP The acronym, WIMP, stands for Windows, 
Icons, Menus, and Pull-downs. This 
acronym is used to describe the way 
personal computer software looks and 
works. (p. 1) 


windows A visual (instead of typographic) format for 
computer operations. (p. 1) 


withholding allowances Exemptions claimed by the employee. 
The number of exemptions or withholding 
allowances often includes one for the 
employee, one for the employee's spouse, 
and one for each dependent. (p. 587) 


workflow diagram A workflow diagram shows a sequence of 
connected steps. For example, the 
Vendors & Purchases diagram shows the 
flow of data through the accounts payable 
system. (See module.) (p. 17) 


World Wide Web (WWW) A way of accessing information over the 
Internet. (See Internet). 
www.webopedia.com/DidYouKnow/Interne 
t/2002/Web_ vs Internet.asp. (p. 49) 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


ACCOUNTS CONCIIATIOM aren nesareererceeentais. dem osaaeateeeh ak A ae eet 340, 621 


ACCOUNTS CONCHIATION LODO atancccenenirsteoriete taco ase. COINS (24127415 
ACCOUTHSTDAVAD| Crcteateeaneantcuacss ander ntenenrerem een tnt. Rees 435, 436, 467 
ACCOUNTS PayableIedGe ia twaen dutmectemneet tacd mec teets tem ae tere odes (L201 463 
AGCCOUMISIPay aDIC: SY SLCM I anteece entrain vanadate ateee eM clas, ATLL 60 
ACCOUNIS payable LranSactlOnSve-capaw ce cute enter ae ec sac ee raped hal t2 435 
AGCOUNTSMECEIVE DIGHEU OOM: scccsmnnenantnt ateatee stew. Ua reer ada ernas fia neete arabes dgd ahs ot 
AGCOUMISMECOIVADIC:S YSIS Mier ceerocerenadanaennte mrt eee ten ee idedahel isd 103 
ACCOUNLSMECe IVa DIC AraNnSAClONS wcpeereecenet ae eauonee Rute bien Gyles 503 
AC CORMESHO CC IV AD ICs tecreded cide rier ayaa rmeacenaes aucamuniewanmmnn a aeL es 503, 546 
ACTIV ILY@ TUG REVS care ee ees etciea tice, see ne cto ete anc etiieead bandascenont tenes 24 260, 273 
PACHA CC OURTES Peereeertns crates Na etocicrdtoctocite atioravausoumineinianieck unread veined cat 294 
FNAL CHING FED WAN OIG ON er rated ene re thras trccayance ah acer eras ecanat adhesions eth stac teh AK uo 
Adding yaurselfas anremploveeiar, 2) ee oe 42 
AA GitiOiwall OURCHASSSe Ase aM tee ceceins cen eecectromateenaciatnta eee Pei es hela ult 468 
Analysis questions.... 54, 98, 142, 169, 211, 229, 255, 275, 327, 362, 417 

Petes, pias we dee La ees ee 501, 553, 584, 645, 692, 713, 729 
AIA ZINGECUSLOMER PAVIMeIntS vs: sree eet telottelddca eter eele 130 
AD DIVGatSAleS Otulnhi wee see Semen at cheese ei saaack Aokt esterase OL REECE Beko baad dade 528 
PAD IONY ETON UING ther S CxO CS lien ater ne ted Mane cet ae aac eye aur aaston asl asutest idea baretcinadsianesons 70 
Pl IER rere erence certo cn ate tren ca acho eee hd Bac tetas duc De 698 
Assessment rubric ......... ORAS OMZ1d 2265 255.274 S26RGO21416 

RANI tor) sss nt Rien data eiedoonbe dies 500, 553, 584, 645, 692, 713, 729 
AUCIE tall mer trite. Sie Alen Hai Goer MOE COE Te Lett OUEST 201 
PAUCUICAE ct eeemmmdetee eae. cacti acedoers ass Beaancien ead sR Pa sds K dane daniarene et eo 197 
PVCTAG GCOS Wren He een Soren ders otras ntsc Sy tesa aoe actlavocdtiocae MU oo eee sh 468 
FANON ACSI COS Tepes Aa ra tied aes rans eis esiacraanene aa naman an Ma ek 556.856) 
BackipiGhapte tnd cal alsavayenancvicmacea tan sdoeenaantadnesndtelssasrana eee eat 41 
Backingaip beginnings balanCeS iws-witusnasassecnmet en. setae ade 314, 448 
Backing .up.Bellwethen Garden: Supply Amenascstn. ecco ale. eeenan 19 
BackingGiupie ha plercidatan win mncmatrosranunatorenteenen ak Lee 88 
Backing upsGivapte ras: data ete nee srs rtencns irae Pies, a! 136 
BackingwupirGhaplen4 data. caw reons Madera eee ine ate eee, Gey 163 
Backing mip Cnapten5.datagns..1se nai ee ee OY. ROS, LN 205 
BackingipwGhapienGtdalamreeaktGe a Acc aws. feothe, San eed adrienne 223 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


809 


810 Index 


Backing up Chapter 7 data (optional DaCKUD) ...............:eeseessesseeeeeeeeeees 248 
Backing up Chapter 8 Gaba itec. 65 ice. ccs csseygutervendeeies ela re 267 
Backing up Chapter 10 Gata. 2. ccchscwcstavas nec ncanem--nvatoncnsivemne si verntae enero 352 
BACKING UID UST en Vie Ci saan dee ncac eve vaansnneceanitindunatesenels gaat skeaiee Mesa 486 
Backing up. Chanter 13. dative cccscccccicnscnsstetcksntceadduana eto eraeeeeanel 544 
Backingeup Chapter 14 data... :ccassscacuneuvyeeeenenmen aes san ene wns neap EN ener: 578 
Backingnup Chapter 15 Gata c.ccccccnicinascvawesuvades Seaca ae ane aa 634 
Backing up December Gate jn. .ciccces.xcxasnavenxsnscasiniuaenae eats e-eagene pene anmeenLat 398 
Backing Up NOVeMmbOr Cate re ciiss.coskicnsnuzciitninnsnnxseeiioes maaes eieeenee mee aeeene 378 
Backing up the chart of accounts ................ <aavgensnneneeh ts nee aneeN 298 
Backing up the unadjusted trial Dalance...........0..cctisievercrsnannnccusoversdaacesns 386 
BACKING UP: VEAFOING Date access ncinsasscnnnaxacaccondnsiteheOunelee elena ase Nee eae 405 
BS CKING UN VOUT Cate x sisissasnsscnnovelsa baementia ene 462, 516, 565, 611 
PRR AN ESE PaO esicas:naecicdctonnnsioricnnssthSvoveanteiansiniondaiceiaca ula tan anne eae 232, 234 
Balance sheet....... 305, 306, 308, 310, 314, 324, 331, 349, 366, 376, 392 
SBP TA COTICIIATION os vsscsssiicanssinnniinncsdndn dais naiiun ie Seana eam enantenealtnaee Bentsen 343 
AICI IOS wiv ncssssacaaiccinpd xcctnna psi nnpiaing sity chest ge Reece naa te ante ae 123 
Becoming an employee of Bellwether Garden Supply...................00008 39 
ESGCIITING DBIANCOS ..0....nssianinssiianvasannsaitienndapeaeemangeeenceot ae amen aaa aeae ae 446 
PERC ER ho bs cs cde s shake caved) ants nebdiapdamoaehvn Dome dade eae een ae eae wee 176 
Cash disbursements journal................. 361, 371, 374, 385, 412, 415, 469 
Cash Purchases: write checks window........<se8ines ake ee 469 
Cash receipts journal ............ 361, 373, 384, 412, 415, 516, 529, 540, 541 

LG SE ORI ERECT eR. er Te 547,.552; 571,663 
NM ANG oct Scctconngykniddsinisieoss nea daonlcsltaa eae ane cies aeeeks cae ee ahd ee 533 
CHANGE ACCHUING q ..c.2uc.cchacc.ndebsSecaebehhaes balece af acicie nd sae een 292 
CODEANIESIN ES GICCOUNTENT OPIS aia sree a kart es 381 
Changing global settings for accounting behind the screens.................. 62 
OCIS GINS ier en ccas canaindukuacenueageraeemudeeesa een ae een eee 260, 273 
BIT OF SCCOUING 5 isc cise atoncch due eerie een 18, 172, 290, 305, 443 
Closing the fiscal VOB v.wiisk.wisscasreccabduatanesnceeapeslamees eater cca tac. ae 399 
SOCING SVSTOM «. «.i<xccwnecnnaisiancsanconsas tama acaualesy ie eee ee ee ene 73 
Gomma ‘separated VAIUGS «...:.0::.cccenccnseoes caer ateaneaees et une ee 697 
Company. maintenance information... Ae ee eee 290 
Completing payroll Setup... .c.ic..2cscadenees<canccesieeeenn ome eneeeeee ey anne 604 
Gomputer accounting Cycle: c.is...::::<rceauepnsaeeeeeeeneto eet ee oe eee 366 
Converting a quote to a sales Order si:...5,0sc.scantebeke teste ees eae 108 
Copying Peachtree report data to Microsoft Word ...........0.0c00000eseeeseeee 716 
Copying the BCS Folder to a CD-RW or DVD-RW Drive...................2. 26 
Copying the TAXTABLE:DAT file: 222 eee eee ee 992 


Cost methods 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


€oesttofigoods-sold journaleent een Ene eS. Be MO i se Ls 5/5)56S 
Greate.a mailing tO-CUStOME!SHAY Aare .ceeenccceteeaet states stetedoksere ncvaneescs FAT. 
GrecitsnmeE MOS sensshesesee eee Se RATE CL BON Orr te (Rohe) oye 
Gustomenledgeracndcc.. ORR SOS aan O79 54 115465521572 
GUSLOMIZINGISaTONMNT Ieee eee tatie, eee OLR 673 
Pataitilerstatistics: tx aka Sets eer seaterendieP p el lee: 379 
Database sya 42) Seer csrnratss ics tonsdoicde ese oe ote a toe Lich lantdeeent. 442 
Defaulttc. cxct.ct eames. 2123245726, 29.530; 325535" '41)'43 554 
Pe fares time rrmentior neste es eee gress sete ede sersebitetingaand boodaasn cae. 149 
DEleleaCCOUIES eee ea Atta ers ceanhatia ead epee baaeaTheaets 291 
Beparthnental: masking wives eran deeded dative ee. 241 
DeSsigmitools eae Fee FeO, eGo ieeacddeneenet ie ane, 680 
DESKOP PRM ese shecende treet da ART: SOD NT Le he24 520 
Dial GsDOXC Siesticcss at ecto sas ay otras a chgh Moms sae aadtemshisedbnamta des mms Si) 
DISCOUNT INFORM ALIO My eex ewes shaddsaseaesaentacehens ne tene leashes sccaedaccnt. cia? AZZ 
Displaying: proguckinfOnmMatlo nrcrAceacercasssrenewentanainene neat Loe 14 
Displayinghe account: register ccccsceatdeecdtrancoer ert estnatiednod eee. 343 
Displaying the audit trail report and find transactions report................. 203 
Displayingsiherchant Of ACCOUNTS. 4c 2A sansa gas seataddeddtontadoasdataseende secs 296 
DisplayingithercustomenlGdQers -saiirecneoset rset erase VaetontoestoR ieee: dears: 
Displayingithedinaneialistatements -«..carsiascosirmateaencorsesoned ceded dew. dabeee. Zot 
Displaying the general ledger trial Dalance.................cccccccccccessseesseseeees 348 
Displaying thevendor ledgers x cccsaccanemsnsetetied ceiraten sdotesentewdtehdetelnd Dade sees 84 
Distribullngragainst a:SpeCiiiC: ACCOUNL iassxe art ersren share watecnict ee 120 
Byrtlhe GOW i eieaeeecdertcces cy ast dite mens threes hue ue teers dee as the don atte ibs ao St. 2 Eee 85 
Drill down from income statement to original entry..................ceeee 244 
ERO psdOwiulis tern ee ete sceeat ener seed egeoradteccdeeseevdeses is eaecodeh dasianhdanihi tatu Ee eons 11 
Editlettemtemplatessaieeiir.s.ts.csc tere Be emir nae need eevee nee 720 
Edittng:adonmides ig iiaszernsites nysdsccnarcaeeteeer tek a Men cidedod cere 679 
Editing-aljournal ohtryis ALA At ot oie eas Bi teen A eden eS 78 
EGItING:JOULNALCRINICS ysteeroxssetasratetascemdeartee MP eA eer ie ee eae, 347 
EcitinOc¢paVvine MS citer estos sstyear utes cntsc eodstetand corner ane ee 480 
Editingwrecelpisenco.ar SoA Be tie AI iad een taten tt tes 543 
EMNP SIS: scptanseeatscuesseeues es s.sahsnseies Meas cesiae daoleeror ons BOs ee oo 
End-of quartemadjustingventties masa evcteconseecorty sctecscastosiawiice tense 387 
Entering a discountiona Customenotcsenteenrsaseaaeecsrcaterletee teauesttcc. 114 
EMleriag:a: QUOLC emsasante ants ontan encased Manscatdrare mM sanehosaa sed tnse ots doe i 105 
EmteringrateGe tp bergesesO 5h atte carrea savas ccna tndscaddocidongatndsdeel eat at 530 
Enteringta: Saledomaicustometcrenmeirodae an cee aceciniatec dt Oe AS 
ENnteninGrarServiC@MVOICC sacarssieceraseesagroneeecaccsduvnscdeore oo rare cee 524 
ENferaGrarvendOls INVOICC sa rnesatioscsoas sss odehoesvecsetehewaiecneeededehal ahs: ee 76 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


812 Index 


Entering chart of accounts beginning balances. ..............:ccceeeeeee esse eee 305 
Entering employee and employer default information ...................:..00 602 
Entering employee maintenance information ...............c:cccceeeeeeeeeeeeeeees 608 
Entering inventory item maintenance information ..............c::cceeeeee seen 562 
Entering invoices for credit Sales .. ....2...c.7.ncneenaaanesaqnsetueree eee at WT 
ETARSTING FOCBIDIES as erect deisel deaiotat arenes gute ees nee 127 
Establishing the payroll GCCOUIE  o..5 iiss vornnstccnendesnonetiers creates 596 
FO TIIESLICHTS Secs feck uney oie ho ep kanes ee ica aed eee ee ee 587 
IS 1 aT vices vets go unin ann Le wepostas anc tacdec axaneenoeaiadato Re RCS nee a 52 
Soc) fs oo Bll ae Cn) eee nner ene ORK reer i 58 
WET CIS 2H 1 oo caccrcncenucndisn anuvlepunsern¥i ccuuunn\onchncmeaten RUDE Ines Jaen 94 
PED ee ese a hi wee ce UR a KA ne 95 
PEO he FS eee cine sain naclarnbn unless weed ae 140 
ORT is oa sae dant ciddnuaav bs ik aus manicanteaoanednah eaetadaa te Pee 141 
See ) i ne As MK eer TR 168 
CIS a ooo ovis vase. avs rics cesevcienvansdacae'dcesceaFhea eee aeriecae. eee 168 
Me coli xe Sais anckca venues auvebaanerniccadevitorean SS ee ee ee 210 
ExRTCISG B22... .ieieis inet km ah a eee ae Se ote 210 
Se hel i ee ee ee ee 227 
ENTS 2 kook fans cannon ac exancnsendannncscciaco lee eee Sk eee 228 
eb ih 2 it en eee 254 
MEN CIBC 122 oi opiciaan cuaxeinseseansaces RR ee Aa ee a es 254 
Ege het ee ee ee a ee 274 
EMOTCIS Ga? ick. cinninannianaseuvigeractsnnven (eset Rete a eee eee 274 
Eocene a Pe One eran Mr RENE nc tau OBE 320 
EXOT CIS BR? iit ssn clei ewuniecabansesageee Rees eee ee eee 323 
WEIS Oe a es oa wl a addons kun dann ai Gack aceacs keane et 358 
EXOTIC 1G 2 ee aes sccssaus sv acedun disaiaaan iis ee tade ss ae ers tel ee ener rete 360 
ETI Yai isis cesta Snnpencadicmninsiese anc dndentnaasadentnan ani: Sa a ee 410 
D(sligi sik Lae hi nr Ce ee, 413 
FE XOPCISE 1 2a Visi wanes ceanndsh ancien csboany sienlasknncan nse «ae 493 
EIS ea ea es Ss oes vain ns swig enc tat dane eo dealer 499 
ExOrcise lat Ge ee eo ee ee ee ee 549 
PP RBICISE: Vesa at Si ei Nas oh et a 551 
cay. (<4 (6c Oe ee ewe ee 582 
EXOI CHS 12 ii iss Sie nannestnnnnsnenct ee ee ee ee 583 
FxXercise i] Se Tian ck tae aco EE dee te ele a 638 
Exercise 15-2 23 oust. ee, Sree a 2s 2 | ee ee 641 
EXOrciS@i 1G We scscsiissnis gosicddundd teste sd eee Ge ee ee ot ee 692 
ExerciSe:16-2 5 eee kiwet aula its cn ace ae a ee 692 
EXO CISO V1 voscnceaneninessnoncnnndensevennandsducieagausyentaets See eee eee ee BAZ 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


813 Index 


EXGNCISC 4 La 2 ss sse oe sens hes ap aden aaee arerad deaneetm tan aaace ead annteaaee alae likes. TAZ 
EXehGISG 4] Oxitee, ae memes mem eee, oe tdi oe maeslshsesesleoueteneo teas 729 
EXCRCISG t= 2. aera sree ett semen Fess (aera gy i eas rar cna late ssdg ihe boa dia Ladle 729 
EXDeNnSertickels a. aaeernit eeanerieien nee cere so See 258 
Export financial statementsto-ExGel stiara caterer wernt 248, 398 
Expon postelesing:trial:balance to. Excelen-.0R eee eR i) 406 
EXporieponts: to -Exceliecysensce ares een ete ee ees 487, 545, 634 
Export the chart of accounts and beginning balances to Excel............ 315 
Exponttimesticketregistem touexcelaroten titre ko penive ee tee 268 
Export iwosReachtree'reports to. Excel. newevanee SRIR RRS 88 
EXPOmlinG sarees cess iecceranierdanca parece eeaeeeieteaer eee eee 695, 698 
Exporting Peachtree reports to Microsoft Excel................ccceccceeseeeeeeee eee 45 
Extemal¢mediavemertexemextlicets: 20, 24, 26, 27, 29, 30, 32, 43, 44, 52, 53 
BIGAWaXCS preterit tess fis) ety snnrant iy neta Senne easels IA odes SLA 587 
IGLOS eterna ths Heretics hed task done, cescescsateaesneesed ddecgdideatemeaiteec bad Ale 696, 697 
FIFO RiIrshInghirst Out) cass tadisny seascecteeveiees ie 555556715587 581 
Filesisa-(ee i wet eee er a OOS I eh OG Wk Ie 696, 697 
FILO eae debe eens yes deet arse nmneacdareasctapahe is Siete deta vess ee a eden 10 
Rinance charges+serinscsscosnnccctenen eek eee OER OLN EOS el 534 
Financial.statement design tOols:.: 2ih.s05 cess ed oteceee bee cess ce 681 
Pinanclal:Statement Wizards. 222. sscrveecemaariasvesomegi hence fie Nateticee: 684 
PInaRClaVSIATOMeNI(S Heres searrec ear te ee eas 231 5230 
Formatlinguhoolbalts;tter-crciearszsetierean ee eee ee eM, 681 
General (OUR el ebseteeery cerartedectrcsreteh hereon eet ee ea 180 
General led@eh-mmwrreaecencerriiescenn eS © BOIS. -Bv BU 442 
Generalledgenimodule ve ce-acsacrscssrtrecct wsosaesddewrerssmestsesiotdecs Sohddass ee 18 
General ledgewsy Stem scat susasceocrnee ce ees ection Hae ot he ee 365 
General ledger trial balance ......... 348, 3655366:.3709375-361l-686391 

cAiteytae MERE MASTERY rere de ca sdeayeteaciddctncettiadeeeeesés 404, 412, 415, 577, 583, 644 
Getting started....12, 58, 102,147, 174, 215, 235, 259, 281, 329, 367, 436 

LG ma ee Ro nds tr go ae cde faeces arcssd bar ode! 50575597590 9674 |-698 7-415 
GlODAavOPHOMS ee kerserssescseesrseanisdsneeetasstecan cn eae decteeses shade eS 15t-17 736 
Going to the net........ 49, 91, 138, 164, 206, 224, 251, 271, 317, 355, 407 

: Sasearty lpeme Manvenes atta dvene a eehte ts cacsepes 489, 546, 580, 635, 689, 710, 727 
Gross:profit-by,depantmemtS inate) Airis eros cteecciadiennd: 232, 240, 241 
eliT PA lence cheeses senate Ate srt dosha cae trs teaser ca aeieiag eee nance ee a PO, P72 
[COM Dar thes re ctieteteict Shatter vee rscaces cfodertcsceousdidscetsnes en ee 9 
Importvacchant-ofaccountsaki-endionels ciel eeererts Be a 704 
Importinghe-setor Asan REO RE he eS Belt 1g 695, 704, 712 
Incomeystatememtrecseeetiestides sossertieteiescz ee ZIZZO MOOS OOS 
InternalsGontrolsseeteciere sich cret Ngai e tos tancne Sosteve ect SO MURS OF BIEN 197 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


814 Index 


INGEMOl:..:sceiaccuete Siete eteea a wiacshiau, ome ene Conte aera eae erie 36, 49 
Internet activity.......... 49, 91, 137, 164, 206, 224, 250, 271, 317, 354, 406 

Se ec ae eee, eee 489, 545, 579, 635, 688, 709, 726 
Interrelationship of financial statements....................:::eeeeeeeeeeeneeeeaeeeeenee 234 
INVENTOry & SOIVICES is eo csisidsasca.s0cnasdeeeemnnin sb cRaReeepa eee, MRM 455 
Inventory adjustment journal.......:.icnsst oc ontensingene- beech omen 5/5;.5/6 505 
INWONEGIY AGIUSUNOINS oo. aos l ook. ..5 cies san icacyearin ens ee 195, 566 
Inventory ANd: DUIGNASOS .6iii cusses oesaietins dep reeioele ee 190 
IVENTORY ANN SAIS a isic icc dcncecadencersanindeasnentceameh eRe eee uae 192 
IWETIOLY GOTRUNS o.oo rcccocessnnenn cnn: «sacigevstedy nchkne ueRaee ee RUNG. ce ree ane ee 456 
LPT CGA ooo ia sa oa dean ni cunts naan ag nconmele enone ulaiee ene eee 561 
Inventory flem maintenanCess 4: ancsouhdcs eee eentee ste 260 
TERING TENS oo oo nc kannst c dag! aed west as nese nena aad ae ieee ee 457 
PUNE DO CU ICN oa ik oon viene vivtianisosasnibnnanb en as undies Mita aeacoa ag cone 186 
COSTE T aN PRET TN 8 ss ica ct pn el en a a oe 219 
ES CEE CIO TS scsi cicictind ann crnra ness bacnenuenenep ete Ren Ah Rare 220 
Job costing and purchasing: purchasing inventory itmes for jobs........ 230 
MN OStey NE) SOLOS: 5:5 aus css: axiincaateaen etapa oma ea ee 217 
MAPNEVENITY FOF DAYTON... csncnnsanexnxsexsscoantnnasbnssariensanekaseieete ete: mics 163 
Learning objectives.....3, 57, 101, 145, 171, 211, 231, 257, 281, 329, 365 

OR ee Br i tests bees ach costes 435, 503, 555, 587, 669, 695 715 
RA ASLO ST UIE) 5 unisssussenaini ceadannance aananetuatenie a 955; 506, 5ofeare 
RR IT i daca is cease kaccnuayaunsokeienshnakuaanauennaent ee eee 10 
MAAN BIMDIOVGOS occ onic connie sconeniansdénsnndenpaniaedieosntin dea dae ee 152 
Manual Vs. ComputeriZed ACCOUNTING ....2.;..0:-+.sissennarnvacunnsnastpantinihole agian 47 
Te  ALo ak ee a SRO er EERE ORTRRE SS, 588, 590, 602, 603, 639 
BTU ES oo. oa sanecc nna «ingixnedaansciesdemscawoqedunnpnnntundacancesset teal ameascateaaee eee a2 
MerchandiseiInventory &...Ads+.<dbha aD santana a aed peas ee bag 
iT [irs CS VM Bre ae A © ere ee ere enn RIPE ERRNO TS a) | 18 
Mouse and keyboard basics:...i.:2....4.)..34. Sint Se Re do evn eee 3 
Multiple choice questions...................0666.. 17, 92, 207, 2/2, 318, 636, 669 
PU V IAT) DE 6c: isc sacs cninacetacnsonsnousisiadeicandceliegin onneepaamedsas an ieee AZ 
MAVIGSHOMV CONTOUR. 20; otc ri. Oe cata an eR Pe a ee AF, 
IGE NICOITIG aot ostetcs ok eae ebb el ii ceatasnisdd copter cn ee 230 
DUO Se oie ogee Soin l ane nkcsvecebeneceuee: ne 233, 204, 2032204 
BOW COMIDGINV SOU 3 13s cx nis -casancrcateniagneeeahhgee Lae meee eee 281 
RODICC SOCIAL oy bse a ee son ic, edit eae ee 680 
PAWMall: Zip Told? 5s... cccacsascsxiniissanncasnnndsigashieees RCH nEs ee Aeon eee ee 724 
Paying a vendor, minus a return of merchandise...................::seeeeeeeeees 476 
PAYING SPECHIC VENGOF INVOICES wi. oeiccsicnnvarnnanene atesesncaee eee eee ee 479 
Payments 10 VENGOIS 0... siceissvieraronnnsienerccnsiaszerecaarnameaen see eee ee 79 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


815 Index 


Fate YR bie cemeeamstednuctied telah Sohacece marti ace Sune can hn one nenteer er ee 2O0eZ00R2T2 
PavyroleChecningraccCoumt Dank stalermon Uric cstiraccesareccs-enecce ess 623 
Pav rOlRenitl Veer merece neti MI NMen Deen rere Nese tesnarctee cesar set 612 
Pavyroll'entry fomatsalaried employer ave ret ence antares cress 156 
PayrollenirytOmannOouniyentploy Gerretse rset or. tees erate et. 158 
Pavrollrsetenonwiz arc ear eeeatma sent serene renner te ete Mere var Al ss. DoT 
Bee (RON MENS (2 Oi ltcommarmeenneceearct aprntremnmanad hates daastretes- au A Sekab pei e NON Ie ore Rarer 154 
Peachtree elpachnarrot acCountS tere. cee tearcce te cee catee tence nee WZ 
PEACIIILCS StNNOW OCC excel tclme tes eetrncteret mamrier hammer seat Merete” 125 
Peaches USei Mel aCe sme one mecennn amnnr rer emer ce tes crt 17 
POrpettlaninVenlony meen entre mre minster e ence stake n ss ine, ee WOVE T94195 
PeIDetUaMminventOlryeSVStelinaas i sare teers pena nee nce ars, Sate) DOOPOCUTIOT 
POSUinCrepUNCIIASe ska SACHON a ceceeenetter sameness eranttene entrees 78 
POSTING eaIIT VNC Cry ntma een cm nares CReene rt NNEs Pee ein ery he cone? ise) 
PYS Darr COUSCUOMMG LORS terres terres menue ments, Sarena Ra canes 536 
Printing (OmaispiaymgyrarSales OF elarerne mmr entre tetoccc-sos: 109 
Printing OMcisPla ving IV OICeS seems mes tert nee meen sete s men eee 124 
Ping Che Gk omen amen: tant mes ten rte) setnte mtr maint erry SAT Beene wlth Stor, 81 
PANIC eUSOnIe Onn Sire min settee te Reese victor ete te! ree recs 534 
PrintingreustOmizecsiOrns sesr tt temeenren nate mer ner nenrs ere rece cc Sac cc 678 
Rtn OMintalictclieStalelMenl Lorestan a maemraae atten tame a Athans Vermeer nne cen 349 
FRITUMI OTE OUIITS wemeas trmae teens rns ates tat aershomeenneRo scl reNErRE MNOS cee ce ad 669 
PFINUINGIIIN OlGe Siemrneenene seats 0 sear e rts stan: Oe ease rere, Cee Cann Mee AR OFS i) 
PRntincninalling tates enemas neers seen ete eeeerme eres renee tenets oer, te 536 
PRInitinic Da VRONECMeCKS seen rc ta /Ar esteem elnU punter eee eer eet eee, See 160 
PrIMUMGRDUeLaSCsOl CCl Steerer im cnrerer in enees emerrn men ey Caer Lert Men ee Wes 67 
PRCT OCS ern a Rng ny APSA 82949 Aon sy PRIOR I wer Pee: See te 570 
Printing reports: account reconciliation, accounts receivable, 

PRintunensStatementsaenrnser ce aciet et ec reae eens tert stem ORR renee mM, Mer tier cs 535 
Printingithe: cash disbursements jOUrnal wesw eern tetas rte nee tee 346 
Printing thercashineceints |OUlMaliaey renner tatan tere 345, 540 
PRintinctihexchecketraass i sient errtttmunte Rie Senn iret eetarree eee eee ce, pment Lec 470 
PrintingrinerelStome nm CdGelS mise se mune nnnet Venere, cake erie 541 
Printing theatianicralt statements... sce: turers enttn.< een erase ee Seer caa 631 
Printing the general ledger trial balance....................ccccceeeeee 485, 542, 630 
Printingsthe:payrolaouninnaltc. even tarties ssn steel aay rr eaeie ee hes. thee ae Coes 619 
PRAUAG Ne DOSICIOSMNCtihial WO alaMCO mt ee ca tn ee ee tee wen ers onr tcc 404 
Printing the purchase journal and cash disbrusements journal............ 481 
Printingrinessales Invoice sawn ya trente Ante tasea tre ergaimer ny) hrs 144 Sener 519 
PrintiniGethiersaesMounticl etter te entrar nara m ttee eon re See ta rath SECs 939 
PUFCHASEGISCOUITIT Miers tery note te tener aiens eey ae nce 1 Ets SiG 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


816 = Index 


PUSECIIABE: MAUITIENS op cspiesne messevarverseeaa dorks 462, 463, 467, 491, 500, 572, 583 
PULCHESE OLAS isis. iscsss dacace 002 cc denden Scant ta naleeee seein tity eed he enna 61 
Purchase returns: credits & r@turtsscis: ks pssces-pavcersaee coarseness cea 474 
CU SER scot cas Cadena deaths bs vaoseltwisa oats vals le gta eager aan ae ot 
Radio button oF Option BUTION..2:..0::.ssaicaumgeeeemee asian sree bree een en ee 41 
REPS EUTIS EOSIN cis oie ceo x soins cxserosew sks da depogisea ican ee ee 123 
Receive inventory from a purchase Orde ................:ccceceeeseesseesesveesennunes 69 
Recording deposits, checks and ATMS sijvcciementiucemaretis weleieaheanoee So 
Recording purchases: purchases/receive inventory window................ 463 
Recording receipts and cash Sales 5... .....ciiis. csienmsede ieee eee eaae eee aTe 529 
EROS OS ies scacais os navive sp nad bantam nncndnnauna ceva ana Se einenanied sige euee eae 516 
SEI Fs os moe pa vk catvckin c'mon bw la ame 696, 697 
eS He oe, alvin ahi ia aca deen’ renee gokiods Oe Bi.2U cde see 
FRESIONNG COMDANY GAG .nis.5. ods scciencowssccascanvoneen Gov eee 302 
restonng data from Chapter 1.......:....<02001s esc uesnseenye omen eegtene eee 58 
SSNS aS UIN ba cnisas daiorcdicwisdrssacnna endear s emeeanitae eae 114, 122, 139, 141 
SSEAN STE VONOC i. ccs cdl nesth av diate svcillon niidunsehdpaueepaienel Raerants poten itunes Cla ee 264 
PANS MMUTNEE ocr nicy stesincis asics vas hn lsu cages wavs eleermnsenen aaa reS 516;,-5278070 
SUNS TIEN IS ses a5 od os niin 0's tsps cnbinn nuska dol cas ee oh oh aaa need a en 
Securinvand intertial COMO... ....:<+sesecscsnmnssk viaseopeuepyeeee Roma Re ascre eran 197 
SIRIOCIEU OGOCSSS veniisssccdanciss-cousscovase’siussewsoecebvey Soi Deeper eR Rei ten irNL cen Ta 198 
DTT Stal OOUONG sons ccscrcsnersvccensbusecueresbuenaeudin bias wsleees Aenea ne 15 
DSN AN ANVENLOTY INN. ...:i...50240.ss<nrrscnseasesasegnneeenusee eam 185 
Setting up company users, passwords, and access rights................... 199 
Serine up Customer Galaults.....6.cc2ecssseasnct.nastiwws ees Hee 507 
Setting up customer maintenance information ..................ccceeceeeseeeeeeees 512 
Sound Up. sales fax defaults ......20:. scissors iste eee 508 
Snip HEMs- Om. 4 Sales OMdel:..n0wsisnsrnienawe nae ae 1 
Short answer questions..............0..::c0cceeeeeees 138; 165, 225,355, 5805/20 
BSUVONACUIE KY S55 scndde a ceershis sinc nscxsds caliente al wea reece ila tees wad i Stee 4, 50 
POLIO TAOCUITION IE 305 vhs tec howe <iedas cakes ans dnathge take eR ae ae A 329 
SOUtIer Bank Statement... ii... saaxowcvessed excesses crentunnteevecoceeepee are eee 622 
Statement OF Cas NOW ssc. scecwcscs ocacecctacpencoceee 232,203) 244 5366%3595 
Statement of changes in financial position ................... 234, 246, 366, 396 
Statement of retained earnings..................... 232, 234, 246, 366, 394, 395 
Stone Arbor Mand SCAaDiNG ov csscciud voceisidsacedeeass ove eee ieee ny eae xe f 
Summary and review ....... 49, 91, 137,.164;,206.2245251..2/1,0hfaooe 

TART ee ee ee 407, 489, 545, 579, 635, 688, 710, 726 
Template yy eac2 brent oles okt re ae AS 
Text and comma separated values fileS............. 0... cccecceeeeeeeeeeeeseeeteneees 703 
The maintain customers/prospects WINdOW ..............cccecececeeeeeeeeeeueeeeees 1AZ 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


817 Index 


hese uTnchase, Orde winGOwiewenee cet recone od ieecateeeeSeeauicaes. 62 
The Purchases/Receive Inventory WINdOW.............0.ccc:sseeeeeeeeeeeeeeeeeeeeeees (P 
Ailaeledte*leill [ale Satta te cicendacceeoreh kee cres ceca eneece nent cancer eee: tacts Re eee eee 251 
Titnesticke tex ieee. cee rete caer: 206, 209, 262, 263, 264, 266, 267 
Transaction register and bank statement: December 2011.................. 381 
Transaction register and bank statement: November 2011.................. 370 
Transferring cash to the payroll chekcing ACCOUNT ...............ceeeeeeeeeeeeees 154 
Troubleshootingitee cies cc eee ee ee ie mee tees oes 80, 86, 119, 302, 478 
TruelmakextGuercuesviomS sive center ong ce... eee ee ins 251, 408, 490 
FV DSS Ol MIVORIORYsLCNIS ornare tne sorter nr eetea ta n.Pe ok sans cee sercbecne ies 558 
WINS AIMEC MOVING ere cate a eee errr eam eenre tris Jans aacvuew tant: steals 390 
USCS CUR Vamcrerc om ereesee tr cite oe Peete eee ers he eer ee Mied Spee 199 
User security and access to the Peachtree navigation centers............ 198 
User-maintained payroll tablese ma.-cees mete ecmn eres teams veecesceat«cptee! 992, 594 
USing: ReAacniiee:s: Nel pit CalUVek wae cece esteem aes tesa eee scone Seauss 236 
CISHTGRUIEITES Ser DING eat nee treet cee nees ate ce ame eee eae eg I Coe ete 260 
Using Windows Explorer to see the file size Troubleshooting.............. Sis 
VENOM CreclEIneinOs re eerccea nate sree een meee aint atc a 85 
MONCOMOdGG (Ser eter penne ta eae bak ohne rae 463, 484, 485, 500, 575 
VONnCOrS sramercets are etree recat ean a 435, 436, 449, 462, 480, 491, 492, 496 
Vendors & purchases: purchases/receive iINVeNntOry................6ccceeeeeeeee 462 
VWWe2T ORI Staceemnmenn sods dtc mcr areas eetant ona ees ete meent et dA ln on i 588 
Weighted-average ImetiOdis ac. rerassvcuarsas ventana ncatetoaear tan gusanvuioasteneceuss 468 
A are laticuts a0] (Ng's hatte ee ee oe POR re Meer ee rane tor ep Mae etc Pe eae ae 669 
WithboldingmallowanCeS: os c72..-c. ese. enone ee 587, 589, 612, 636 


The McGraw-Hill Companies, Inc., Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15e 


eee 


rs Swe wg 


me pont , Scie 
’ OU SF ise 1 Tey 
iwi rere 

—_— witt fh iein 


wutnor 
levine adhe: 
— i grvilleg 7 

—_ 2 : ~ tn 


DO 


Ts 8 


ab 


4 
a 


iz 


a: 


sy 


Current, innovative accounting software 
that supports business success! 


Professor Michele Wiltsie, Hudson Valley Community College, “I love the addition of Appendix B, Accounting Information Systems. 
The comparison of accounting software applications is excellent. This text provides the student with an easy step-by-step 


approach to learning computerized accounting.” 
Professor Harold Gellis, York College of the City University of New York, “After reviewing many competing texts, | find the Yacht book 
the best of all the options for giving a comprehensive hands-on explanation of Peachtree.” 


Professor Linda Bolduc, Mount Wachusett Community College, “Yacht’s Peachtree text is easy to comprehend by both students and 
faculty. It is a logical and sequential text that allows students to progress at their own pace.” 


Computer Accounting with Peachtree by Sage Complete Accounting 2011, 15/e teaches students about the relationship 
between Peachtree software and fundamental accounting principles, procedures, and business processes. The 
real-world business examples, detailed directions, challenging exercises, comprehensive projects, assessment 
rubrics, and extensive Web site resources have made this textbook the market leader for fourteen editions. The 


15th edition continues this tradition. 


Accountant-recommended Peachtree is used by more than 3.1 million businesses in the United States and Canada. 
Industries that use Peachtree include retail stores, healthcare, human resources/payroll, construction/real estate, 


transport/distribution, payment processing, not-for-profit, manufacturing, public utilities, legal, medical, and 
accounting firms. For more than 35 years, Peachtree by Sage has produced award-winning accounting software. 


Key Features: 
Compatibility: All instructions, screen captures, and detailed steps are consistent with Windows 7. Peachtree 2011 


° 

is compatible with Windows 7/Vista/XP. 

e Guide to user interface: Students learn how Peachtree’s general ledger, accounts payable, accounts receivable, 
inventory, payroll, and job costing modules work together. 

Peachtree’s emphasis on double-entry accounting and business processes is explained throughout the textbook. 
Accounting skills are applied to all facets of running a business. Students create 12 companies, complete the 
accounting cycle, and practice computer accounting skills. Assessment is emphasized in every chapter. 

Flash Videos: Software features reviewed for student practice and mastery. 
Analysis and problem solving: Activities include question/answer templates, workflow diagrams, interrelationship 


of software modules, and report analysis. 
Learn more about the most 
successful Peachtree textbook 
in print! Visit us online at: 
www.mhhe.com/yacht201 1 
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Carol Yacht’s General Ledger & Peachtree DVD-ROM McGraw-Hill 


Go online to www.mhhe.com/yacht for detailed information on | . 
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all books by Carol Yacht and her author team. 
ISBN 978-0-07-811098-6 
MHID 0-07-811098-X 
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